DOCUMENT RESUME

ED 395 200 CE 071 714
AUTHOR Coffee, Mary Jo

TITLE Electronics Is Qur Future.

INSTITUTION Waukesha County Technical Coll., Pewaukee, WI.

SPONS AGENCY Wisconsin State Board of Vocational, Technical and
Adult Education, Madison. Wisconsin Technical Coll.

System.

PUB DATE Oct 93

CONTRACT 08-331-150-204

NOTE 233p. .

PUB TYPE Guides - Classroom Use — Teaching Guides (For
Teacher) (052)

EDRS PRICE MFO1/PC10 Plus Postage.

DESCRIPTORS Career Development; *Career Exploration; Competency

Based Education; Decision Making; *Electronic
Technicians; Learning Activities; Lesson Plans; ]
*Nontraditional Occupations; Postsecondary Education;
*Prevocational Education] Self Actualization; Self
Esteem; Teamwork; Technical Institutes; *Technology
Education; Two Year Colleges; *Womens Education

ABSTRACT

This document contains the materials for an
electronics course that was developed by an ad hoc committee of women
employed in el~ctronics and employers and educators in the
electronics field and that is targeted toward single parents,
displaced homemakers, single pregnant women, and other women
interested in pursuing nontraditional careers. The course materials,
which are designed to prepare students to enter and be successful in
one of Waukesha County (Wisconsin) Technical College's five
electronics programs (electronics technology, telecommunications,
electrical, electronic drafting and design, and electronics servicing
and office equipment repair), include learning activities on the
fullowing topics: individual and team strength building; self- and
career exploration focusing on expanding self-confidence and
decision-making skills; developing mechanical and technical reasoning
through pretechnical hands—on laboratory activities; and developing a
final action plan for enrolling in school. The following materials
are included in the document: course outcome statements
(objectives/competencies); lesson plans containing objectives, list
of topics discussed, teacher activities, student activities, and list
of materials/references used in the lesson; assessment outline and
materials; and student handouts. (MN)
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08-331-150-204 Think Non Traditional Abstract

The curriculum for this training program was developed by an ad
hoc committee made up of women employed in electronics and
employers and instructors in the electronics field. Participants
are prepared to enter and be successful in one of Waukesha County
Technical College’s five electronics programs: Electronics
Technology, Telecommunications, Electrical, Electronic Drafting
and Design, Electronics Servicing and Office Equipment Repair.

Course content includes: individual and team strength building,
including a ROPES course; self and career exploration focusing on
expanding self-confidence and decision making skills; pre-
technical hands-on labs to develop mechanical and technical
reasoning; developing a final action plan for enrolling in
school. Targeted populations for this course include single
parents, displaced homemakers, single pregnant women and other
women interested in pursuing a nontraditional career.
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WAUKESHA COUNTY TECHNICAL COLLEGE
COURSE NARRATIVE

Course Number: 862-432

Course Title: Electronics is Our Future
Division:_GESS Department:_Women's Development Center
Developed: Mary Jo Coffee Date: obe 993
Approved: Date:

Course Narrative

May be the same as the course description or may include, but not
k2 limited to, the instructional methodology utilized, global
objectives, pre-requisite skills, course placement within the
program curriculum, and/or function in the program curriculum file.

A program for any woman interested in a career in the rapidly
growing electronics industry -- an industry growing in Wisconsin
five times faster than the national average. Prepare to enter and
be successful in one of WCTC's electronics programs by enrolling in
this course which includes: individual and group strength
building, including a "ROPES" course; self and career exploration
focusing on expanding self-confidence and decision making skills;
pre-technical activities to develop mechanical and technical

reasoning; and developing a final action plan for enrolling in
school.

narrativ.eof




WAUKESHA COUNTY TECHNICAL COLLEGE
COURSE OUTCOME STATENENTS

Course Number:_862-432

Course Title: Electronics is Our Future

Division: Gess Department: Women's Development Center
Developed by: Mary Jo Coffee Date: October, 1993
Approved by: : Date:

Course Outcome Statements (Objectives/competencies)
If additional pages are necessary, print course number and title at

the top of each page and number consecutively. Example: Page 2 of
4; Page 3 of 4, etc.).

Increased self-confidence.
Increased awareness of the value of group support.

Increased self-awareness focusing on the areas of body
image, emotions, and strengths and weaknesses.

Expanded understanding of relationship between risk taking and
growth, and develop individual risk taking strategies.

Understanding of sex-role stereotyping and ‘identifying
barriers imposed by stereotypical thinking and behaving.

Understanding of goal setting process and ability to . set
individual goals.

Understanding the importance of balance in one's life.
Increased self-knowledge though assessments.
Understanding of careers in electronics.

Understanding of attitude toward math:; development of new
strategies for completing math problems.

Developed pretechnical skills such as technical and mechanical
reasoning and familiarity with technical vocabulary and tools
and experiencing hands-on labs in electronics.

Developed final action plan for anrolling in school.

outcome.eof
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PechloffPHOTOCIR.WDC
FAMILIARIZATION WITH THE VOLTMETER AND ELECTRONIC CIRCUITS

NAME DATE

A. FAMILIARIZATION WITH THE VOLTMETER.

BACKGROUND: The voltmeter is an instrument used to measure
the electric force generated by a power source. The unit of
measure for this force is called a VOLT. To measure the
voltage one must connect the voltmeter’s BLACK lead to the
MINUS or GROUND terminal of the circuit and connect the
meter’s RED lead to the PLUS terminal of the circuit.

1. Measure the voltage of each battery cell and record the
same, at the right.

Pl

Voltage cell 1

I

%g Voltage cell 2 =

R gIB Voltage cell 3 =

4 R Voltage cell 4 =
- B

B. WIRING AND TESTING A SIMPLE LAMP CIRCUIT.

1. Connect the 4 voltage cells, the switch and the lamp as
illustrated below.

2. Turn the switch ON and OFF and note the activi*v of the
lamp.

3. Connect the voltmeter across the lamp (black to minus and
red to plus) and measure the voltage to the lamp when the

switch is ON ‘and when the switch is OFF. Record the value
neasured.

Volt. lamp ON=

Volt. lamp OFF=

+1 g4 |+
|
&

g8
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NOTE! All choices will be made using the function keys
F1~-F10 by following the soft-key functions at the bottom of
the screen. The ESC key will return the soft-keys to the
previous menu. .

FROGREAMMING THE AB FLC

1. From the main menu select FL (on line prog/doc)
a. From this menu press F8 (monitor filed
B. Put the procegsor key in the program mmde.

2. Enter the first rung of the program into the PLC using

the function keys as fol |l ows;
a. Press EDIT (F12
b. Append Rung (F73)
. Append instruct:on (F3)
d. XIC (F12
e. Type the address I1:0G01/00 then press the enter key,
f. CTU (F72
g. type C3:3 at counter, 2 at preset and ¢ at accum.
h. Fress the enter key.
i. Accept Rung (F100

2. Continue tia enter the regt of the program using the same

prozedure. Fress (Flo) Accept rung when each rung is
Compl ete.

4. Turth the processaor key to RUN and test the program by

pressing input 0OC I times.

BEST COPY AVAILABLE




NOTE! All choices will be made using the function keys
F1-F10 by following the soft-key functions at the botzom of

s the screen. The ESC key will return the -
. previous menu. soft-keys to the

PROGRAMMING THE MODICON FLC

B. Creating a Network

1. Select Fl1 (ladder procqg)
2. Select F2 (create) e

C. Use the software function keys, arrow position keys and
numbers to develop the following program.

NOTE! The cursor must be moved

R L

to enter the next symbol. . e
LADDER NETWORKS
prmm—————— +
] e (T T T T LT T TP, €88 et asasseannasaseanennaneneeseanntsee e nnnretatnnetatres meee{ Y-
} 00003 | 00001
H ! —
7 U (- 1] e 2T mmmm Y-
V40001 ) i 00005 00002
$ommmmens + : ;
H H s + .
1 11,0 (- ] e T e )mm--
vo40002 v 00095 ! 00003
$ommmoee + : '
: : $ommmmoene +
I 1t (- 1 (=t eeeniesentnsnteenrnnans e )mm--
v 40003 t 00010 00010
mmmmmeeee + ' :
r] 1.0 (-
140004 |
pommm——— +

D. When complete, press F10 (ILoad) and then F1 (Append).

E. Test the pragram by pressinf input 10001 2 times.

103
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FULL VALUE CONTRACT

When working in groups, it is helpful to have members agres to certain
guidelines. This agreement forms the basis for group interactions, and leads to
the development of a supportive environment for learning and personal growth,

The Full Value Contract asks for the following commitments from all
group members:

1. To participate as a group member in the group process.

Each mémber is expected to take part in and support the goal setting and
goal review process, for both individual and group goals, and to encourage
all members in achieving their goals.

2. To adhere to physical and psychological safety guidelines,
Guidelines are discussed and agreed upon by the group as a part of the
group process.

3. To give and receive honest feedback.

Giving honest feedback involves caring enough about oneself and others
to communicate in a constructive manner that facilitates growth. Each
group member agrees to listen to and accept honest feedback about her
behavior, and to give honest feedback to others.

4. To increase awareness of devaluing or discounting oneself and
others and to make an effort to confront and change this behavior.
Personal growth must take place in an honest, supportive atmosphere.
Self examination can take place in a setting of mutual respect and
acceptance among peers.

5. To make an effort to "let go" of negative interpersonal issues that
 may have developed as a resuit of group feedback.
At times the intensity of group and individual interactions, though leading
% to resolution and change, leave unresolved interpersonal issues. "Letting
go" provides everyone with a fresh new start.

- From: Islands of Healing, by I. Schoel, D. Prouty, P. Radcliffe. Hamilton MA;
Project Adventure, 1928.
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1.01 : Activity

Defining Self-Image
Directions: Answer each question with your true feelings. If you have given
an answer that you do not want shared with the group, please mark that
question with an "X" before the number.

#1 #2

Do people praise you very often?
Do you often feel discouraged?
Do people often ask you to help them?
Do people think you are a good sport?
Can you do some things better than most people can?
Are you happy most of the time? .
Do you often wish people would just leave you alone?
Do you think you will be able to get ahead in this worid?
Who is the greatest person in this world?

. Do you often feel lonely?

. Do people often expect too much of you?

Do you have more troubies than most peopie?

- Are people generally interested in what you do?

. Are most people friendly?

. Do you worry an awful lot?

. Do people think you cannot do things well?

. Do peopie notice when you do good work?

- Do you find it easy to talk to a group of peopie?
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19. What do you like best about yourself?

20. What is the best thing you ever did?

Reprinted from Focus on the Future , 1987, by permission of Minnesota Curriculum Services Center,
Little Canada, Minnesota.
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1.01 Handout
11 Steps to Rebuilding One's Self-Image

Step One: Make a decision to change.

Step Two: Change the way you look at yourself.

Step Three: Say positive things about yourself aloud to others.

Step Four: = Re-examine your relationships with others, and make changes

Step Five:

Step Six

Step Ten:

Step Eleven:

which will help you break destructive patterns and develop the
"new" you.

Get rid of the negative self-thoughts in your head.

Write positive notes to yourself and pin them up around the
house.

Cren yourseli up to hearing posidve comments rom others.
Make a specific change in vour behavior.

Give and get more hugs.

Work hard at meaningful communication with another
persomn.

Choose to enter into a therapeutic relationship in order to
enhance your self-concapt.

From REBUILDING: WHEN YOUR RELATIONSHIP ENDS © 1981 by Bruce Fisher. Reproduced :or
the Vocational Studies Center, University of Wisconsin-Madison by permission of Impact Publishers,
Inc,, P.O. Box 1094, San Luis Obispo, California, 93406. Further reproduction prohibited.
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Aruitoxt provided by Eic:

Excerpted

I Aaa. = JLRISTEAI3 AT R S3E3SS LN L.i=, nona2 LS
as imporTant as tie cne we pass on ourselves, for that
judgment touches the very centar of our existence.

...Nc significant aspect of cur tiainking,
metivaticn, feelings, or behavicr is unaffected by our
saealf-evaluation...

The f£irst act of hencring the self is the asser=icn
of consciousness: the choice to think, to be aware, to
send the searchlight of ccnscicusness outward toward
the world and inward toward our own being. To default
on this effort is to defaul: on the self at the most
basic level.

To Dconor the self is 4o be willing to think
independently, to live by cur cwn mind, and ts have th
courage of our own percepticns and judgments.

To honer the seli is to be willing to kneow not cnly

what we think but alsc what we S2el, what we want,
need, desirs, sufier cver, are IZrichtaned cr angersd bv
== and Tc accazt cur right T exgerienca such faslings.
The oppcsita cf this attitude is denial, discwning,
TRIY2EELIn == zeli-rzzudizticn.

TS Zoncx the self is £ grasarvz zn attizuds oF

g

ol
1

salf-acceptance -~ which means s accept what we ars,
without self-cppression or seli-castigation, without
any rretanse aczcut the truth c¢f cur own teing, pretense
aimed at deceiving either curseslives or anvone else.

Faa PN - - e Can D TV e -~y - . e T ey - - oy o
-2 AQCOCTIT The ga.l .3 TZ L.we euTlaenTicaLlly, T2 spesxk
- - . : . . - -
v mm o mem S emmem e a3 o o - mvmv e e 4 vm o s S 2 g
mesra G w wmwm At e aaa@ICST CCny Lol cCcns anca --e-—--gec

Tc nencr the self is £z rafise £2 accarpt unearned
guilz, and to do our kest L correct such guilt as we
may have earned.

To hcencr the salZ is to ze cocmmitiad to our right to
exist which prcoccaeds Zrom the kucwledge that cuxr life
does not belong to others and thiat we are nct hers on

et dm s Y
2IATTAL T3S

. P - o faa)
72 2T T2 scmecne alss's exgectaticns. o

2, this is a tarrifving responsibility.

To henor the sell is to ze in love with our own
1iZa, in lcve with cur possibilities for growta and for
experiencing jov, in love with zhe process of discovervy
and exploring our distinctively human potentialities.

Thus we can begin to see that to honor the self is
Lo practice selfishness in the highes®, noblest, and
least understced sense of <hat werd. And this, I shall
argue, reguires enormcus independence, courage, and
integrity.

from Homorima the Self by Nathaniet Srandon
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MY DECLARATION OF SELF-ESTETM |
I AM ME

IN ALL THE WORLD, THERE IS NO ONE ELSE IXACTLY LIXKE MEZ
EVERYTHING THAT COMES OUT OF ME IS AUTHENTICALLY MINE
- BECAUSE I ALONE CHOSE IT - I owy EVERYTHING ABOUT ME
MY BODY, MY FEELINGS, My HMOUTH, MY VOICE, ALL MY ACTIONS,
WHETHER THEY BE TO OTHERS OR TO MYSELF - I OWN MY FANTASIES,
MY DREAMS, MY HOPES, MY FEARS - I OWN ALL MY TRIUMPHS ANp
SUCCESSES, ALL MY FAILURES ANDTMISTAKES - BECAUSE I OWN ALL OF
ME, I CAN BECOME INTIMATELY ACQUAINTED WITE ME - BY SO DoING

I CAN LOVE Mg AND BE FRIENDLY WITH ME IN ALL MY paRr™s . IOXow
JHZRE ARZT ASPEICTS AS0UT MYSZLF THAT PUZZILE Mz, AND CTHER -~
ASFEICTS THAT I o0 “CT XNOW - BUT As LONG AS T Ax

FRIENDLY AND LOVING TO MYSELF, T can COURAGEQUSLY
AND HOPEFULLY LOOK FOR SOLUTIONS TO Tu: PUZZLES

AND FOR WAYS TO FIvup CUT MORE AZCUT MT - HCHZIVZIR I
LOCK AND SQUND, WHATEVER I SAY AND DQ, AND WHATEVER
I THINK AND FEEL AT A GIVEN MOMENT 1IN TIME IS AUTHENTICALLY
E - IF LATER SOME PARTS OF HowW I LOobKED, SOUNDED, THOUGHET
'AND FELT TURN OUT TO BE UNFITTING, I CAN DISCARD THAT WHICH IS
UNFITTING, XEEP THT REET, AND INYINT SCHMETHING NEW FGR THAT
WHICH I DISCARDED - I CAN SEE, HEAR, FEEL, THINK, SAY, AND DO
1 HAVE THE TOOLS TO SURVIVE, TO Bf CLOSE 70 OTHERS, TO BE PROD-
UCTIVE, AND TO MAKE SENSE AND ORDER OUT OF THE WORLD OF
PEOPLE AND THINGS OUTSIDE OF ME - I owN ME, AND THEREFOQORE
I CAN ENGINEER ME

T AM ME AND I AM OKAY

Virginia satir




Attitude
by Charles Swindoll

The longer I live the more I realize the impact
of attitude on iife. Attitude, to me is more
important than facts. It is more important than
the past, than education, than money, than
circumstances, than fai[ure, than successes, than
WAt 0ther peop{z think, or say, or Ao, It is more
important than appearance, giftedness, or skill. It
will make or break a company . . . & church. . . a
Gome. The remarkable thing is we have a choice
every day regarding the artitude we will embrace
for that day. ‘We cannot change our past . . . we
cannot change the fact that people will act in a

r

certain way. We cannot cnange the inevitable.
The only thing we can do is play on the one string
we have, and that it our peritude. I am convinced
that [ife is 10% what /.appens to me and 90% how
[ react to it. And so it is with you . . . we are in

charge of our attitude!

BEST COPY AVAILABLE




1.01 Instructor Resource

Additional Resources
Print

Alexander, Joe. A winner's handbook. (1978). Los Angeles:
Price/Stern/Sloan Publishers, Inc.

Beattie, Melody. Codependent no more - bevond codependency. (1989).
Harper Row.

Fisher, Bruce. Rebuilding when your relationship ends. (1983). San Luis
Obispo, California: Impact Publishers.

Helmstetter, Shad Dr. (1987). Tfhe self-talk solution. Greystone Educational
Materials. 1-800-733-0671.

Powell, John. Why am I afraid to tell you who I >m. Greystone Educational
Materials. 1-800-733-0671.

Satir, Virginia. (1976). Making contact. Millbrae, California: Celestial Arts.

Ibid. (1988). New peoplemaking. (2nd edition). Millbrae, California:
Celestial Arts.

Ibid. (1975). Self-esteem: A declaration. Millbrae, California: Celestial Arts.

Schaef, Ann W. (1986). Womens' reality: An emerging female system in the

white male society. Harper Row

Tscherhart, Sanford, Donovan, Linda and Mary Ellen. (1984). Women & self
esteem. Garden City, New York: Anchor Press/Double Day.

Zevin, Dale. Enhancing self-esteem. Greystone Educational Materials.
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rotect Your Self Esteem

Positive self esteem has been correlat-
ed with good physical and emotional
health, healthy family relationships,
the ability to deal with stress and the
ability to perform well at work. These
correlations make it something desir-
able for everyone.

Self esteem has several aspects. It
is an attitude of approval or disap-
proval about oneself. It is the ditfer-
ence between our perception of how
we really are and how we feel we
ought to be or would like to be. It is
our feeling about ourselves as
expressed in behaviors towards our-
selves—that is, how we take care of
our bodies. how we dress and how
we act.

Low self esteem has been found
to have its roots in early life experi-
ences of abuse or abandonment. For
example. if the primary caregiver
(mom or dad) is frequently absent or
unavailable for nourishment, the child
feels unlovable. Poor self esteem has
also been found to be related to sex-
ual abuse as a child. severe criticism
for many different behaviors. and
extreme or capricious punishment
with the punishment not fitting the
behavior.

Other causes of low self esteem
are isolation, biochemical depression.
a destructive living environment or
destructive relationships. addiction
and physical illness.

Many people suffer from situa-
tional low self esteem which appears
only in certain areas of one’s life. A
person may feel socially inept. for
instance, but have contidence in her-
self as a protessional, parent or wife.

If low self esteem is related to a
more complex problem such as
depression or addiction, the primary
problem needs attention before self
esteem can be raised. In this case,
medical treatment and/or counseling

How can you raise your self
esteem? One approach is to disarm

your “self critic.” Everyone has a

“self critic™—the result of parents.
teachers and others in our environ-
ment who constantly corrected us
and told us what we were doing

others, sets impossible standards of
perfection and keeps an album of our
failures.

To disarm your critic. assess your-
self accurately and have a sense of
compassion and acceptance for your-
self. Are you really overweight or just

a well-rounded female?
Other ways to raise self esteem
include:

wrong. Our "self critic” blames us for
things that go wrong, compares us to

SELF ESTEFM =« PR IDF NSELF RESPECT Ar S € LF REGARD

Use language that is specific rather than general. For example.
do you always goof up? Or do you tend to remember goof ups?.

Don’t compare yourself unfavorably to others. When you enter
a crowded room. don't compare yourself to everyone else assuming
they're smarter. more attractive, competent or popular, Consider
Jour positive characteristics instead.

FFEICIENCY

32N3Q1aNO >

S

2

Realize that everyone makes mistakes and forgive yourself,
Learn from your mistakes but forgive yourself since vou've most
likely paid the price for making a mistake und being human.

s ELF

Ans

Don’t filter what you experience. For example. do you remem-
ber a three-hour dinner party as a fun experience, or do you only
remember the 15 minutes when you spilled your wine?

Decrease your vulnerability to toxic or abusive situations by
confronting the insult-giver. Ask "What do you mean by that” or
“Is something wrong?” The questions throw the responsibility back
to the insult-giver. Withdraw from nasty. cruel or annoying people
whenever possible.

IE
IONVYYASSY 311358

A
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113 5

Consider the source of negative comments. Some people wal-
low in negativity. Don't take negative comments personally.

=

Feel free to disagree with negative comments, Understand that
whatever someone says is simply their opinion. You have the right
1o express a different point of view.

"CENCE

Develzp a vision of how you want yourself and your life to be.
Identify ways in which you can take responsibility for getting what
you want acknowledging where and how you have control and
choices available to you.

c oNF
AONJ1 Y1 3145

Ask for what you want, Wear empowering clothing and jewel-
ry when implementing your choices; you feel better when you look
good.

L F REGARTD
3w 3135 ¢

Nurture your self confidence, Remember that self esteem has its
own momentum—the more you have, the eusier it is to maintain.
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© nuy be necessary. Blaming parents
E [C‘or low self esteem is, of course, non-

sroductive By Mary Kausch, R.N.. Ph.D.
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Handout A8

SELF TALK: CREATE YOUR OWN AFFIRMATIONS

Affirmacions are a method of creating what you would like to have happen.
They are a method of reprogramming yourself in a positive versus negative
belief.

It is a verbal description of a desired state, condition or thing. It is
an image created in your mind affirming the desired. It is a mental
structure tuat supports the impending state, condition or thing.

Suggestions for personal affirmations:

1. Use present tense. Affirm the desired is already happening now.

2. Positive statement. Eliminate any negative words such as not,
never, without, etc.

3. Personal pronoun. Always use I, we, me instead of pronouns of
the second or third person such as vou,

they, etc.

4. Keep it simple. The shorter and more to the point the stace-
ment, the more effective.

5. Affirm what you want. Avoid statements involving what you want to
eliminate from your life.

Additional suggestions for results:

l.  Write the affirmation that is your focus ten times daily,

2. Imagine a picture of the desired happening now, with you 'in the
picture.

3. Sing your affirmation aloud while working driving, playing, walking
: or whatever.

4, Attach the affirmation to your mirror, car visor, telephone, calendar,
refrigerator, desk or wherever you will see it.

5. Record your affirmations in your own voice and listen to it while
you are driving, working, cleaning, shaving or while going to sleep.

6. Enjoy playing with your affirmations. Have fun with them.

Sample affirmations:

I am in perfect health. I release the old and welcome
I have a beautiful functional body. the new.
I trust myself and others. I have enough, I do enough,
I am an effective, valuable human I am enough.
being.
183
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1.01 Activity

Affirmations for Building Self-Esteem

Directions: Read through the following affirmations and check those that
you can identify with on the line provided.

e I'am kind, compassionate and patient with myself.

e Iam optimistic about life; I look forward to and enjoy new challenges
to my awareness.

e Iam my own expert, and I allow others the same privilege.

I express my ideas easily, and I know others respect my point of view.

e Iam aware of my value system and confident of the decisions I make
based on my current awareness.

« I have a positive expectancy of reaching my goals, and I bounce back
quickly from temporary setbacks.

e I accept compliments easily and share my successes with others who
have contributed to them:. '

e I feel warm and loving toward myself, for I am a unique and precious
being, ever doing the best my awareness permits, ever growing in
wisdom and love.

e Iam actively in charge of my life and direct it in constructive
channels. My primary responsibility is for my own growth and weil-
being.

e Iam my own authority, and I am not affected by negative opinions or
attitudes of others. _

e It is not what happens to me, but how I handle it, that determines my
emotional well-being.

e Iam a success to the degree that I feel accepting of myself.

No one in the entire world is more or less worthy, more or less
important, than I am.

¢ I count my blessings and rejoice in my growing awareness.

¢ Iam an action person; I do first things first and one thing at a time.

Reprinted from Career Smart: Curriculum Guide for Making Smart & Healthy Decisions, April, 1987,
by permission of Minnesota Curriculum Services Ce.iter, Little Canada, Minnesota.
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A man is taught

. to

to

to

to

to

to

to

to

to

to

to

Work Relationships

and Gender Roles

A
control i * to
score, to achieve * to
pursue goals, take charge * to
discuss women's bodies * to
have a dream * to
work as a team * to
take risks, challenges * to
make the rules, decisions * to
put women on a pedestal * to

her

expect gervice from women

belittle girlish things

to

134

woman is taught

do what she's asked

be pleasing to a man

hurt no one's feelings

look good

be taken care of

compete for a man’s attention
care for others before self
follow rules

let others make choices for

be friendly, helpful




6.02 - . Activity

WINC "Getting the Facts" Quiz

Directions: Answer the following questions as well as you can.

1.

10.
11.
12.

13.

14.

15.

16.

17.

Out of every 10 women in this country, how many can expect to work during
their lifetime?

What is the main reason most women cite for working?

What are the average weekly earnings of a registered nurse? .

What are the average weekly earnings of a secretary?

What are the average weekly earnings of a carpenter?

What are the average weekly earnings of an engineer?

How many years can the average woman expect to work in her lifetime?
How many years can the average man expect to work in his lifetime?
What percent of secretarial jobs are held by mené

What percent of apprenticeships are held by women?

What percent of doctors in this country are women?

What percent of nurses in this country are men?

How much education must a woman have to equal the median income of a
man with an eighth grade education?

Between 1978 and 1990, jobs for college and university teachers are predicted to
decrease by what percent?

Between 1978 and 1990, jobs in the computer fields are predicted to increase by
what percent?

Between 1978 and 1990, jobs in engineering are predicted to increase by what
percent?

What percent of full-time female workers earn $15,000 a year or more?

Reprinted from Women in Nontraditional Careers (WINC): Curriculum Guide, 1984, U.S. Department
of Labor, Office of the Secretary, Women's Bureau.
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6.02 Activity .

WINC "Getting the Facts" Quiz
Page 2

18. What percent of women with children under age 18 are in the workforce?
19. Approximately what percent of women in this country live in poverty?

20. What university fields of study do not require good background in high school
math and science?

Career Planning Curriculum 6-27
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6.02 : Activity

WINC "Getting the Facts" Quiz--
Answers

1. 9

2. economic necessity

3. $332

4. $230

5. $325

6. $540

7. 34

8. 41

9. 1pr:eent

10. 6 percent
11. 14 percent

12. 4 percent

13. 4 years of college

14. 10 percent

15. 94 percent

16. 43 percent

17. 33 percent of women compared with 69 percent of men
18. 59 percent

19. 62 percent

20. In today's technical/computerized society, almost all fields require some
math and science.

Reprinted from Women in Nontraditional Careers (WINC): Curriculum Guide, 1984, U.S.
Department of Labor, Office of the Secretary, Women's Bureau.
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6.02 Activity

WINC "Getting the Facts" Quiz—-Sources

American Women; Three Decades of Change. U.S. Department of
Commerce, Bureau of the Census, 1983.

Economic Responsibilities of Working Women. U.S. Department of Labor,
Office of the Secretary, Women's Bureau, November, 1982

EQUALS-Startling Statements. Berkeley, California: Lawrence Hall of
Science, University of California, October, 1979.

Jonegeward, Dorothy and Scott, Dru. Women as Winners. Reading,
Massachusetts: Addison-Wesley Publishing Co., 1977.

"Length of Working Life for Men and Women," Monthly Labor Review. U.S.
Department of Labor, Bureau of Labor Statistics, February, 1976.

NBC's Today Show—Employment Trend Forecasts, December 1979.

Stechert, Kathryn B., "The Best Jobs for Women in the 80's,” Women's Day,
January 15, 1980.

The Female-Male Earnings Gap: A Review of Employment and Earnings
Issues. U.S. Department of Labor, Bureau of Labor Statistics, Report 673,
September, 1982.

U.S. Department of Labor, Bureau of Labor Statistics, Monthly Labor Review,
August, 1981.

1981 Weekly Earnings of Women and Men. U.S. Department of Labor,
Bureau of Labor Statistics, Press Release, USDL: 82-86, March 7, 1982.

20 Facts on Women Workers. U.S. Department of Labor, Women's Bureau,
1982.

Reprinted from Women in Nontraditional Careers (WINC): Curriculum Guide, 1984, U.S.
Department of Labor, Office of the Secretary, Women's Bureau.
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DEALING WITH FEAR

You as a Person in Transition have experienced some cnanges in your life

—_ vhich are as disruptive as life changes can be, and you probably feel as if
you are headed toward a great unknown. Fear of change and fear of the
unknown are normal. Now that you knovw that anyone in your situation (and
lots of people are) wculd probably be afraid, consider some of the
folloving suggestions for dealing with your feelings of fear. Suppose, for
example, that you are afraid of sowe kind of failure. We all have this
fear at one time or another. Ask yourself:

1. Of vhat specifically am I afraid? (Write out the answer. .
writing vill help you make that fear known and concrete. Then you
can deal with the fear because it is no longer vague and general.
A fear reduced to words on paper is not nearly as threatening as a
vague fear roaming around inside you. Use the back of this page.)

2. How does this fear make me feel?

3. Am I really afraid of failure, or am I afrald of somecne else's
opinion {f I £ail?

a. If yes, whose opinion?

b. If yes, why should I allow someone else's opinion to be more
important than my own opinion?

4. am I allowing fear to keep me immobilized by telling myself, "I
can't do a thing - I'm scared to death"?

5. Am I alloving fear to help me avoid the responsibility of taking
some kind of action?

6. Am I allowing fear to help me avoid the risk of taking some kind
of action?

7. What i{s the "reward" for my remaining fearful?

8. What is the cost of remaining fearful?

9. What are possible vays I can handle this fear? (List as many as
you can. Record these answers without stopping to analyze them.)

- 2/89
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HANDOUT Al

ME-WE-THEY CIRCLL

neveloped by J. Comeau, March 1983 .
17
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ME
"ME" - Personal
"WE" - Family and Close Relationships
. THEY "THEY" - Work (or outside activities)

Draw yours:

Yost of the time The most out c¢f balance
I am likely to be
. How often?

How How I want it to be

(spouse, boss, etc.)
wants it to be

175 Developed by J. Comeau, March 1983
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Unit III

BANDOUT A3

TASK LIST IDEAS

FOOD CHORES
Shopping
Cooking
Cleaning up/dishes
Garbage
Packing lunches

Shopping
Washing
Folding
Putting away
2ry cleaning
Mending
Ironing
weeding out old
clothes

MONEY CHORES
Budget planning
Bill paving
Bank accounts

HOME MAINTENANCE

Cleaning

Appliance care/
repair

Lawn or yard

Furnace

Storms, screens, etc.

House repairs

Dealing with service

people

CARE CARE
Filling with gas
Checking oil

Maintenance (0oil, lub, etc.)

Cleaning inside
Washing

QAMm~ LYy ART A m-A
CUN At Yol oie

Gifcr buying

Eatertaining

Cards, let:zars, ecrc,

Coordinating family's
social and/or sch
schedules

ncoL

-

CiZILDREN (not Zncluding
psvychological czrs
Meetings at school
Driving
Support for activities
(scouts, 4-H, etc.)
Voluncteer work for
activities (umpire,
den mother, etc.)
Help with projects
Getting baby sittears
Physical care (diapers,
cuts/scrapes)

BEST COPY AVAILABLE




Handout A4

TIME RECORD

Record your activities (during your awake hours) for the day in 15 minute
segments, It is usually most accurate if you stop every two hours or so
to think back on what you've been doing. (Waiting unril the end of the
day will be much less accurate). You may also use the columns at the
right to categorize your activities. When in doubt check the primary
category the activity fits in although there may be a secondary category.
Begin with the time you awaken and end with when you actually go to sleep.

TIME ACTIVITY ME WE THEY
(personal)| (home & (work)
relation-
ships)

WO OWOoOMOO I~~~ RARDNLLL LYWL
Y3 .o e g0 oo .o Y] [ X) .o Y] [ X) LX) .o e .o .o .o [ X) .o
«L\L,Jr-‘oL\UHODMHOL\LQD—-O#\Q)HE
MOoOWULOoOUVOULOULOWLOULOWLOWLO WL

— s
[oNoNo
w— O
[« NV Ne

10: 45
11:00
11:15
11:30
11:45
12 M ¢
12:15
12:30
12:45
1:00
1:15
1:30
1:45
2:00

177
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ACTIVITY
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Unit III

Handours AS

ROLE SHARING STRATEGIES

When giving up a task or activity to someone else, clarify and/or
negotiate details of the task or activity, eg. when it will be done,
how much or how well it will be dome. (This varies particularly on
wiho you delegate or give the task to - spouse, child, paved help,
etc.).

Also, use and believe the cardinal principle of delegation: "If
I don't do it, it won't be done exactly the wav I would have done
it. And thac's 0.K." (Practice saying this to yourself as a
positive affirmation).

Do not treat your spouse the same as your children in regard to
reallocating part of your old role: keep in mind that when husbands
and wives see themselves as partners in managing this new lifestyle,
role sharing goes more smoothly and marital relationships do too.
Parents have more of a supervisory and teaching role co play wich
their children which must be taken intc consideration as children
take on new tasks that were once rart of an adult's role. (See
deiegation principle above).

Clarify the difference between "helping out' and taking respon-
sibiiitv and decide which you want as vou negotiate role sharing.
When you "help out" the job still belongs to the other person and
he or she is not relisved of the emotional burden associated wizh
that part of his or ner role. "Helping out" is great if zh.t's
wnat both agree upon (eg. "pitching in" to clean a child's room
although it is generally agreed this is her job or pulling a few
weeds .with mom because she asked for help, or vacuuming out the
car for a family trip even thougn car care is traditionally dad's
job). Whether by choice or by assignment, "helping out" generally
means not being obligated to follow through completelv, or to do
it routinely, or to notice when it needs to be done again.

When one takes responsibility for an activity that was once part
of someone else's role, thus actually expanding one's own rolas to
incorporate this new activity as a part of them, there is a sense
of ownership and decision-making authority. The person giving up
that activity is no longer the 'primary worrier" for doing that
activity (task or job).

"Do unto others." When someone shares a role with vou (eg. meal-
preparer or yard care person) be helpful and allow a transition

time. Also, just because that person used to relax or play while
you prepared, served and cleaned up a meal or got out equipment,
mowed, raked and put it all away, does not mean that you should
ignore the possibility of "helping out" (without being the "primary
worrier") when someone else takes on that responsibilicy. (What

do you want? = Revenge, or a new, more productive family life style?)

179

BEST COPY AVAILABLE

150




Q

ERIC

Aruitoxt provided by Eic:

S. Be aware that the skills needed to maintain a household are noc
sex linked. Teach your children a wide varietv of both cradi-
tionally male and female roles), Use posicive communicaction
techniques Co encourage husbands and wives Co Cry oul new tasks.
Many widows and widowers as well as single parents are of:ten
shocked at how '"possible” it is for them to do many of the tasks
of their lost or absent loved one when thev are forced to take
them over. (However, with only one adult to handle the full load,
these individuals must also learn to eliminate and.delegace).

6. Be aware that children gain valuable skills when they are y..en
responsibilicy for their own upkeep and share roles for family
tasks with mom and/or dad.

/. Recognize that there is no future in marcyrdom (at least not a
verv happy one). You can sav '"'no" and vou can say "wait." There
is no need for one person to be emotionallvy or physically respon-
sible for all household functions. Several people can share the
role very nicely. It is only human for family members to expect
everyching to be done by the one who's been doing it all along =-
and to not appreciate it. (Love does not mean having to do
everyone's laundry). Even if marctyring vourself gets you benefits
in the short run ("isn't she/he someching?") ("see how she/he does
it all?") ic can be exhausting and emotionally destructive in the

long run.

8. Review your priorities and standaras. Consider relationship vs.
nousenold needs. Some standards may need to be raised, while
others lowered.

\0

. Talk regularly with your family about what's important to get done,
wno might like to do it, who's good at it, who needs a change, how
to change standards, etc. Eliminace unnecessary tasks. Try taking
turns on tasks ro one wants to do all the time. Try making written
schedules to kee_ everyone clear on the agreements.

10. Take note of your discussions in vour work and Family Seminars so
that you have some facts, figures and rationale for change. People
often question when change is being asked of them. Part of being
a "change agent" is being a teacher - enlighten vour family members
as to how other working families do tnings - how certain role
sharing ideas are beneficial, ecc.

Role Sharing Strategies, Developed by Joan Comeau, August 1983

References:
Berman, Eleanor, "Can I Help? Why Good Men Just Don't Understand About
Housework," Working Mother, May 1982, Vol. V, No. S, pp. 67-69.

Bird, Carolyn, The Two-Pavcheck Marriage, Pocket Books, Inc., New York, 1979.

Hall, Francine S. and Douglas T. Hall, The Two-Career Couple. Addison-
Wesley Co., Massachusetts, 1977.

Pinkscaff, Marlene A. and Anna Bell Wilkinson, Women at Work: Overcoming
the Obstacles. Addison-Wesley Publishing Co., Massachusetts, 1979.
(Zspecially see Chapter 3 "Sharing the Work at Home.')
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Unit III

Handout A6

PRINCIPLE OF DELEGATION

~
92N W2

92N 2

"If I don't do it,

it won’t be done

Cam ~~

exactly the way

I would have

done it...
...And that’s OX 1"
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Handout A9

MY SOCIAL SUPPORT NETWORK

Map out your support "network." Write in names of people, organizations,
groups, etc. you feel are part of your support network. (Some may

contribute to several types of support.)

belonging -

esteem

respect

belonging

Love - I am cared for unconditionally for who I am.
Esteem - The way I am and what I do is valued and admired.

Respect - My values, beliefs and ideas are recognized and acce
(may or May not be agreed upon).

Belonging = I feel a part of a group; we mady not agree on ever
but we still feel close and supportive of each otk

Are some of your Sources more focused on you as an employee (e
rather than ag a family member? Place a ¥ by thouse sources.

an F by those sources that are supportive of you in your home
family life. Check for balance and some sources that offer bo
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Handout AlQ

Maintaining Social Support During Times of Changing Expectations and Standards

What would I like to change? Can I anticipate changes in support from some
(write below) part of my support network? What? If so, how
can I anticipate this and work to decrease the
i chances someone will withdraw their support
(prevention) or how can I find new sources of
support if I feel I need them?

Changes in support anticipated:

Prevention:

New Sources:
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Unitc III

Handout A2l

THE MYTH AND THE REALITY

The Mvech The Reality
A woman's place is in the home. Homemaking in itself is no longer a

full-time job for most people. Goods
and services formerly producad in the
home arc now commercially avallable;

laborsaving devices have lightened or
eliminated much work around the hone.

Today more than half of all women
between 18 and 64 vears of age are

in the labor force, where they are
making a substantial contribution to
the Nation's economy. Studies show
that 9 out of 10 girls will work
outside the home at some time in their

lives.
Women aren't seriously attached Of the nearly 34 million women in the
to the labor force; they work only labor force in March 1973, nearly half
for extra pocket money. were working because of pressing

econonic need. They were either

single, widowed, divorced, or separated
or had husbands whose incomes were less
than §3,000 a year. Another 4.7 nillion
had husbands with incomes between

$3,000 and $7,000.1/

Vomen are out ill more than A recent Public Health Service study
male workers; they cost the shews little difference in the absentee
company more. rate due to illness or injury: 5.6 days
a year for women compared with 5.2 for
nen.
Women don't work as long or as A declining number of women leave work
rugularly as their male for marriage and children. Butr even
coworkers; their training is among those who do leave, a majority
costly -- and largely wasted. return when their children are in school.

Even with a break in employnent, the
averase woman worker has a worklife
expectancy of 25 years as compared with
43 years for the average male worker.
The single woman averages 45 years in
the labor force. .
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flarried wonen take jobs away
from men; in fact, they ought to
quit those jobs they now hold.

Uomen should stick to "women's
Jobs and shouldn't compete for
"men's jobs."

lluiien don't want respoasibility
oa the jebh; they don't want
prinotions or jcb changes whxch
auyd to their load..

The employment of mothers leads
to juvenile delinquency.

Hen don't like to wovk for
women supervisors.,

e

Studies ou luabur turnovers indicate that
net differences for men and women are
generaily small. In manufacturing
induscries the 1968 rates of accessions
per 100 employees were 4.4 for men and
5.3 for women; the respective separation
rates were 4.4 and 5.2.

There were 19.8 million married women
(hushands present) in the labor force

in March 1973; the number of unemployed
men was 2.5 million. If all the married
women stayed home and unemployed men
were placed in their jobs, there would °
be 17.3 million unfilled jobs.

toreover, most umemploved men do not
have the education or the skill to
qualify for many of the jobs held by
women, such as secretarzes, Ceach;rs,
and nurses.

Jobs, with excremely rare exceptions,
are sexless. Tradition rather than

job content has led to labeling certain
jobs as women's and others as men's.

In measuring 22 inherent aptitudes and
knowledge areas, a research laboratory
found that there is no sex difference
in 14, women excel in 6, and men excel
in 2.

Relatively few women have been offered
positions of responsibility. But when
given opportunities, women, like men,

do cope with job respomnsibilities. In
1973, 4.7 million women held professional
and technical jobs, another 1.6 million

worked as nonfdrm managers and adminiscrators.

Many others held supervisory jobs at
all levels in offices and factorics.

Studies show that manvy factors nust be
counsidered when seeking the causes of
Juvenile delinquency. Whether or not

a mother is employed does not appear to
be a determinig factor.

These studies indicate that it is the
quality of a mother's care rather chan
the time consumed in such care which is
of major significance.

Most men who complain about women

supervisors have never worked for a woman.




In one study where at least three-
fourths of both male and female
r2gpondanzz [all axzcucives) had
woriked wizh women managers, their
evaluation of women in management
was favorable. On the other hand,
the study showed a traditional/
cultural bias among those who
reacted unfavorably to women as
managers.

In another survey in which 41 peéercent
of the reporting firms indicated that
they hired women executives, none
rated their performance as unsatis-
factory; 50 percent rated them
adequate; 42 percent rated them the
same as thelr predecesssrs; and &
percent rated them better than cheir
predecessors..

Source: L.3. Depaciman: of Labor, Emslevmen: Standarvds AdminiszIrazion,
: liomen's 3Bureau, Wasniagtcn, D.C., March 1974,
202. .
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Handout A22

SCALING DOWN: STRATEGIES FOR SUPERMOM

Assess where your partner and your family as a whole is at on a scale
from traditional to egalitarian.

Make your spouse (if not a single supermom) your partner. Begin to
talk about work-family issues and "test the waters" to see how he feels.

For example:

"What's most important to you: the housekeeping or spending time with
the children” or "What areas of housekeeping (or child caring/rearing)
do you think are most important?" or "What kind of life do you see us
having five years from now -~ how will it change?"

Begin to limit what you do in areas you feel are not extremely important.
When another family member questions you, offer choices.

For example:
"Which is most important to you - to have me iron your shirt now or fix
your baseball uniform later - I do not have time to do both today."

Make opportunities to discuss the changes you are beginning to make.

For example: .
At dinner you might say "I suppose you noticed I did not make the beds
this morning ~ how does everyone feel about that?" or "In my class on
working families the other day, I found out that many kids your age
are keeping up their own rooms - if you were doing that, how often do
you think a person should go through and pick up and put everything
away? (not - Would you like to do that?) Do any of your friends take
care of their own rooms - make their beds, pick up, etc.

Use "communication for change" and also work with partner to determine
new rules - children don't have to be given the overall choice of
whether or not to take on more responsibility - but they usually coop-
erate more effectively if you involve them in the planning process
(this is true for adults as well). Keep in mind that children do
better when the family is working together, eg. they may dust and
vacuum but Mom (or Dad) is around (not gone shopping or resting) also
working so the child feels a part of the "work of the family."

eg. You may tell a child, "We (or I) feel you are grown up enough to
share in the work of keeping up our home. There are several things
here that we feel you could do a good job om, so Saturday morning we
will work together to learnm how to dust the furniture and vacuum the
carpet. These will be your jobs to do."
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Be honest with your partner - let him know changes are needed and that
you feel he and other family members need to do more. Make specific
suggestions of what he could do. If a partner is not willing to do
more, you must make decisions of how to change yourself. First,
institute a change you need to make (eg. not washing supper dishes
until morning because you're a morning person and want the extra
evening time to get some exercise) then prepare yourself to talk about
your decision if questioned. ‘

eg. "I understand that you feel you should not have to do dishes, but
I need to make a change in how I'm handling that alone. Since I need
to get some exercise and enjoy that in the evening, I'm finding it
easier to do supper and breakfast dishes together."

If you receive a negative response, try to keep your pacience, and
develop some standard statements that support your decision to "scale
down."

eg. "Harry, we both work hard at our jobs and we both come home tired.
I'm really feeling the effects of trying to do too much at home. I've
got to find some ways to cope better." or "Harry, I feel really good
about working and helping make us more financially secure, but I also
feel I have a very important job as mother to give the kids more than
their supper. They need time and atcention from me - the house can
wait, they can'c."

Also, it may be helpful to develop some statements encouraging his’
involvement and cooperation.

eg. "I'd really like to sit down and talk with you about how things
are going - we'vre in this togecher and we both have to share in
managing our family."

support to help cope with this time of transition. You are working on
changing vourself as well as having to handle the reactions you
receive {rom others as they experience the impact of your change.

Use the "self talk" techniques including affirmations and seek social

Use these techniques to deal with feelings of guilt You may have about
not continuing to be "supermom."

Developed by J. Comeau, 1983,

-
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Credo For P

Recovering Supermom

“T have tried to be
all t}mzj.r to all feofle .

T don't want te do thal any more.
T will ¢xf12re with gou the nfjj/.f'

Wwe can make our amily an
work lives comfatz le.

‘ T Will remember thal T am still
a capable and loveable mom ;
even if the hottsewWork isn't done. :

T will remind gou thal you have
skills and abilities %o conlribute

To our famt{y.

T Will love gou, and nurfure you
and exfect the same in rétarn.

T will fake time lo share in your
life and invite you to share
i mine.” | 7S

oy 2o SN\

1
J. Comeau, 1983 205 ibl
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Handout A3l

HURDLES MEN ENCOUNTER
« + « IN BECOMING ACTIVE FATHERS TODAY

— THE MAJORITY OF FATHERS DO VERY LIT,.E CHILD CARE.

— SOCIETY PRESSURES MEN TO STAY IN TRADITIONAL ROLES. IT DOES
NOT MAKE RESISTANCE TO THIS IDEA EASY OR THE PRACTICE EASY.

— CONSIDER EXTERNAL OBSTACLES: INFLEXIBILITY OF THE WORKPLACE;
SCHOOLS, PEDIATRICIANS, AND OTHER PROFESSIONALS ASSUME THE
MOTHER TO BE THE PRIMARY PARENT.

— MEN RECEIVE CRITICAL COMMENTS ON HOW THEY TAKE CARE OF THEIR
CHILDREN, SUCH NEGATIVISM DAMPENS ENTHUSIASM ABOUT SHARED
PARENTHOOD,

— SOCIETY LIMITS DEFINITION OF FATHERHOOD TO PROVIDER AND
DISCIPLINARIAN,

— STORIES LITTLE BOYS READ DON’'T OFTEN SHOW THEM HOW TO BE
FATHERS.

— SHARING PARENTHOOD BRINGS CHANGES MEN ARE NOT SURE THEY WANT
1.E. - MEN GIVE UP "GETTING THINGS DONE” WHEN THEY ARE WITH
KIDS,

— MEN ARE USED TO LEAVING THE HOUSE WHENEVER THEY WANT T0,
WITHOUT CONCERN FOR WHO IS SUPERVISING THE CHILDREN.

— IN BUILDING RELATIONSHIPS WITH CHILDREN, MEN WANT AND DON'T
WANT PARTNER'S GUIDANCE.

ADD YOURS:

Material drawn from: 'Male Participation in Home Life..."
L. Lein, October 1979, Family Coordinator
by M. D. Bumms
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OCS

AUTOBIOGRAFHY IN FIVE SHORT CHAPTERS

by Portia Nelson

I

I walk, down the street.

There is a deep hole in the sidewalk.
I fall in "

I am lost...I am helpless

It isn't my fault.
It takes forever to find a way out.

II

I walk down the same strest.
There is a deep hole in the sidesalk.
I pretend I don't see it.
I fall in again.
I can't believe I am in the same place.
but, it isn't my fault.
It stil] takes a long time to get out.

III

I walk down the same street
There is a deep hole in the sidewalk.
I see it is there.
I still £all in...it's a habit.
my eyes are open. -

I know where I am.
It is my fault.

I get out immediatelv.
Iv
I walk down the same street.
There is a deep hole in the sidewalk.
I walk around it.
\'s

I walk down another street.
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EXTRAVERSION (83 m)\ 9 INTROVERSION
TENDENCIES/ ( ) ) -\ ( TENDENCIES/
AN

CHARACTERISTICS J 1R CHNARACTERISTICS

QUTWARD INWARD

Feeis pulled outwerd Feeis pushed inwerd
by externsi claime by externsi cisims
and conditions. sng intrusions.

EXPRESSIVE

Expresses emo tione, n

PEOPLE PRIVACY

Needs reietionships. Needs privscy.

AFTER THINKER FORE THINKER
Acts, then (mayoe) retieots. Retlects, then (msyoe) scis.
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EXTRAVERSION
TENDENCIES/
CHARACTER/ISTICS
SOCIALITY RESERVED
ta often friendty, telketive, Is often reserved, quiet.
ooy 10 know. herd t o know.

3

nergized by other peoois,

BREADTH
Gives bresdtn to life.

DEPTH
Gives deptn to iife.

ACTIVE REFLECTIVE

externsl experiences

I's may seem
withdrewn to E's.

fﬁg\h

Needs extrs
lbll’l

Nesds intro
tor belence
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SENSING

TENDENCIES/
CHARACTERISTICS

ERIC

Full Tt Provided by ERIC.

@ INTUITION

TENDENCIES/
J k CHARACTERISTICS

DIRECTION HUNCHES
Resds Instrustions, Skips directions,
notices detells. tollanws hunchses.

FACTS INNOVATION
Likes things thet sre Likss opportunities tor
definits, messursble. bsing inventive.

REPETITION VARIETY
Likes set prosedurss,

Likss chasnge snd veristy.
ssteblished routines.

PRACTICAL "IMAGINATIVE
Prefers hendiing prestissl  Preters imsgining possidilitiss.
metters.
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SENSING @ ” ®-:=
TENDENCIES/ X’V
cuaracteristies QX)L NS

SEQUENTIAL RANDOM
- Starts st the deginning, Jumps in snywhere,
tanes & step Ot @ time. leaps ever stods.

| () [N
‘ p \er ¥
*
20 -
®
DETAILS PATTERNS
Looks et apacitio parts Looks st patterns
ond oileces. snd reletionships.

PRESENT FUTURE
Lives in the present, Lives towerd the future,
snjeying whet's there. antieipsting whet might be.

$’'s mey sssm materielistic

N's may geem 1
and literel-minged 1y N's. e

imorsctiost dreemers to S's.

S T

Nesds | for bl Nesd

9 tor balencs.

4 | IR
T At et e o (e e
- i— — -

- ———— .

INTYITION

TENDENCIES/
CHARACTERISTICS




THINKING ) 4 FEELING
TENDENCIES/ or TENDENCIES/
CHARACTERISTICS }k CHARACTERISTICS
| THINKING FEELING
Takes o long view. Takes sn immediste

snd peraens! view.

AL '

JUSTICE HARMONY

Concerne d for Concerned {or raistionships,
truth, juetice. harmon Y.

ANALYZE EMPATHIZE
Good et anelyzing dlans. Good at undsratsnding peoole.

J8 . O

OBJECTIVE SUBJECTIVE
Goss by logic. Goes by parsens i
convistien




=)
AN

THINKING

- TENDENCIES/
CHARACTERISTICS

A5 ©
C

HEAD HEART
Oscides with the heed, Decides with the hesrt

| BO,
S S

ad
)

IMPERSONAL PERSONAL
Seee things as on-iooker, Seee things es o participant.
trom outside s situstion. from within s situstion

1S S

CRITICIZE APPRECIATE
Soontensously finds flaws, Spontsneous ty spDrecistes.
criticizes.

@,
1?\ (e
AN IS

T's may seem cold snd F's mey seem fuzzy-minded
condescending to F's. snd emotionet to T's.
T's nesd tesling f's need thinking
tor satence, for velence.
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JYDGMENT

TENDENCIES/
CHARACTERISTICS

PERCEPTION

. TENDENCIES/
CHARACTERISTICS

CONTROL EXPERIENCE
Likes 1o heve iife Prelers to experience
under control. lite o0 it heppens.

ORGANIZED FLEXIBLE
Prefers sn orgenized Utesty' .  Preters o flexibie litestyle,

STRUCTURE FLOW
Likeo detinite order Likes QOIng with the flow.
and structure.

DECISIVE

Enjoys being decisive. CuRIOus

Enjoys being curieus,
discevering surprises.
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| PERCEPTION
JUDGMENT RCE

TENDENCIES/
I fppiiiiind CHARACTERISTICS
CHARACTERISTICS wAIT
PLAN
Hendtes desdlines. Meeats desdlines by
plens in edvence. teet minute rush.

& ©
ool e

CLOSURE OPENNESS
Feste ocomtortedie Fesle comtortedie
ssteblishing ctosurs. mesnteining

1 varanans
T vaaan
DELIBERATE SPONTANEOUS
Likee cteer limite end Likes fresdom to explore
cetegoriee. without limite.

J'e mey seem demending, P'e mey ssem disorgenized,
rigid, uplight to P's, mesey, irresponeidis to J'e.

7T

{eede perceptien tar Balence. Neesse (uegment t3r Seiense.
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Table 7.2 Effects of sensing-intuition in work situations

Sensing Types

Dislike new problems unless there
are standard ways to solve them.

Like an established order of

doing things (especially SJ types).

Enjoy using skills already learned
more than learning new ones.

Work more steadily, with realistic
idea of how long it will take
{especially IS types).

Usualily reach a conclusion step
by step (especially IS types).

Are patient with routine details
{especially ISJ types).

Are impatient when the details
get complicated (especially
ES types).

Are not often inspired, and rarely
trust the inspiration when they
are inspired.

Seidom make errors of fact.

Tend to be good at precise wcrk
{especially IS types).

Intuitive Types

Like solving new problems.

Dislike doing the same thing repeatedly
{especially NP types).

Enjoy learning a new skill more
than using it.

Work in bursts of energy, powered
by enthusiasm, with slack periods
in between (especially EN types)

Reach a conclusion quickly
{especially EN types).

Are impatient with routine details
{especially ENP types;.

Are patient with complicated situations
(especially IN types).

Follow their inspirations, good
or bad (especially with
inadequate type development).

Frequently make errors of fact.

Dislike taking time for precision
(especially EN types).

Jable 7.3 Effects of thinking-feeling in work situations

m————

Tninking Types

Do not show emotion readily and
are often uncomfortable dealing

with people's feelings
respecially IT types).

May hurt people’s feelings

wrthout knowing it.

Like analysis and putting things

o logical order. Can get

along without harmony.

Tend to decide impersonally,
sometimes paying insufficient
attention to people's wishes.

Need to be treated fairly.

Are able to reprimand people
or fire them whert necessary.

Are more analytically oriented—
respond more easily to paople’s
thoughts (especially IT types).

Tend 0 be firm-minded.

414 4

Feeiing Types
Tend to be very aware of other

people and their feelings
(espacially EF types).

Enjoy pleasing pecpie, even in
unimportant things.
Like harmony. Efficiency may be

badly disrupted by office feuds.

Often let decisions be influenced
by their own or other people's
personal likes and dislikes.
Need occasional praise.

Dislike teiling paopls unpleasant
things.

Are more people oriented—respond
more easily to people's vaiues.

Tend to be sympathetic.




Table 7.4 Effects of judgment-perception in work situations

Judging Types

Work best when they can plan
their work and foilow the plan.

Like to get things settled and
finished.

May decide things too quickly
(especially EJ types).

May dislike to interrupt the
project they are on for a more

urgent one (especially ISJ types).

May not notice new things
that need to be done.

Want only the essentials needed
to begin their work '
(especially ESJ types).

Tend to be satisfied once they
reach a judgment on a thing,
situation, or person.

Perceptive Types
Adapt well to changing situations.
Do not mind leaving things open
for alterations.

May have trouble making decisions
(especially IP types). :

May start too many projects and have
difficulty in finishing them
(especially ENP types).

May postpone unpleasant jobs.

Want to know all about a new job
(especially INP types).

Tend to be curious and weicome a
new light on a thing, situation,
or person.

=23
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Effects of Each Preference in Work Situations

Extraverts

Line vanety.ang achon

Are often QO At greeting peonte

Are sometires rrnatent with 'ong s:ow 1obs

Are mieresied .N now others go therr :ons

Ohten oy taiking on the phone

Jften act quickiy sometimes without thinking

e 10 have peonle around in the working environment
Mav vreter to communicate by tatking rather than writing
-2 10 'earn a rew task by talking it through with someone

Introverts
.
L - quet i concentraticr
=@ roudIe remermpent names ang ‘aces
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Mertested in the :gea ternd the oo

2 §-e [BIEDNONE INSITUBICTS

"k pefore they acl. somretmes without acting
Sdar< gione contentealy

“tay prefer communicalons (0 be m wning
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Sensing Types
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Epov anpiving what tney have alreadv iearned

Nork steadily. .vith a reatistic idea cf how 1ong it will take
Lsudily reach a concrision step by step
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Comparison of Sensing and Intuition

Sensing ~+— Intuiion

Mode of Parception

five senses "siith sense”
(experience) ' {Los3sibilities)
Focus
detaitls patterns
practicaiity fNnovation
reanty avpectation
present enioyment future achieverent
Orientation
live life as it is ' change, rearrange life

Work Environment

prefers using learned sxills prefers adding new skills
pays attention to details lccks at the “'big picture”
patient with cetaiis and makes few patient with complexity

factual errors




Comparison of Thinking and Feeling

iogic of a situation
things

truth

principles

brief and businessiike
impersonal
treats others fairly

intellectual criticism
exposure of wrongs
solutions to probiems

(g 300 Mywsrr Bre g g, Dy g iathe MR et |I A, A Gt e RN L ettt o
e

LU G RL R P G O TR LTI HE A o My e

Thinking i Feeling

Focus

human vaiues and needs
peopie

tact

harmony

Work Environment

naturally friendly
personal A
treats others as they need to be treated

Contribution to Society
loyal support

care and concern for others
zest and enthusiasm
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/" SENSING PLUS
7 FEELING

AND TFRIENDLY

Like using
abilities in
PRACTICAL HELP
AND SERVICES TO

" AFD MBTI MODELS

THINKING
s? COMBIRED HOLLAMD 8T
SYMPATHETIC PRACTICAL AND

FEELING

AND INSIGHTFUL

Like using
abilities in
UNDERSTANDING &
COMMUNICATING
WITH PEOPLE

BEHAVIORAL 8CI.

and many more.

SENSING PLUS

MATTER-OF-FACT

Like using
abilities in
TECHNICAL SKILLS
WITH FACTS AND

THINKING
A [ possibilities, ]
Ny [ ingenious, vislionary ) NT
{ vholistic )
ENTHUSIASTIC LOGICAL

RESEARCH RESEARCH
LITERATURE & ART MANAGEMENT
TEACHING FORECAST/ANALYS81 S

PEOPLE OBJECTS
-------- { factual, sensory, ] - .- .= .-
Patient Care { immediate, exact, ] Applied 8clence
Community Service B { step~by-step ] Business
Sales Production
Teaching ] Construction
and many more,. E and many more.
(Data) N
8
1
N
G
{apprecia-~-] . {impers- 1}
(tive, re-] 8 FEELING THINKING R ( sonal ]
{lations (People) {Things) [{logical )
N
T
)]
1
T
I
0 (Ideas)
INTUITION PLUS N :

INTUITION PLUS

AND INGENIOUS

Like using
abilities in
THEORETICAL AND
TECHNICAL
DEVELOPMENTS

PHYSICAL SCIENCE

and many more.

Adapted from Undexatanding the Type Table, M.H. McCaulley.
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MYERS-BRIGS TYPE INDICATOR
SELF~-RATING EXERCISE

Directions: 1In this exercise the facilitator will introduce you
to the preferences you identify through the Myers-Briggs Type
Indicator. Please mark your preference on the scales provided.

Note: five (5) is most like the preference while one (1) is least
like the preference.

Extraversion: .
more at home in the outer world of people and things...
! | | 1 | ] | 1
5 | 4 '3 o2 o I i ' 2 ' 3 v 4 ' s
| [} 1 | [} i | |
Introversion:
more at home in the inner world of ideas...
Sensing:
rather work with known facts and relationships...
| | 1 | | [} | 1
5 4 "3 2 LR § 1 o2 vt 3 14 ' 5
| 1 i 1 1 | [} 1
Intuiting:
rather look for possibilities...
Thinking: :
base judgements more on impersonal facts and analysis...
1 [} | | 1 t ! ]
5 1 4 13 v 2 L § 1 + 2 1+ 3 1 4 1 5
1 L 1 ! 1 [} 1 |
Peeling:

base judgements more on personal values...

Judging:
like a more planned and orderly life...

Perceiving:
like a more flexible, spontaneous way of life...

I self-rate my type as:




41

om ' Like and Do Well Grid

Things 1 like and | do well:

Things | do not like but | do well:

Unng e Myers 81qs lype inox ot Qo) A Res
w

00 use O

Things 1 like but | do not do well:

Things | do not like and 1 do not do weil:

m..:mwcﬂmwm.m PrrTriscn 8 herety ranied 10 1eroduCe N

vw“m.mmu.namdhwm
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Adagled rom mutenas roatied by CHARY rom tramin

using ine Myers.iinags fine NNCAOr o Sragmizatons A Resource Book © 1985 py Consuiting Psyehoioqists Press.
WOrRSNALL 1of witkanon e Duoicalion 1o anv other use wciuding

Individual Effectiveness

a. What did | do?
b. How did it reflect my type?
C. How did | feel?

d. How did others react (if others were involved)?

Over the last years, think of a time when you were not effective. Then ask yourself the
following questions: :

a. What did | do?

b. How did it refiect my wpe?

C. How did | feel?

d. How did others react (if others were involved)?

€. How could I have been more effective (explain in type terms)?

Over the last few years. think of a time when you probably called on your least
preferred function. Then ask yourself the following questions:

a. What did | do?
D. How did it refiect my type?
c. How did | feel?

d. How did others react (if others were involved)?

q materais suppied by CAPT ang USea with permission of Hoth orQanizanons

inc Perrmussion s hereOy Granted (0 reprocuce this
#5218, 13 2 viotalion of the copYngmM law
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9.02 Activity

Questions for Women Employed in Nontraditional/Technical Fields

Name of Employee Company

Position _ Contact Phone Number

1. Describe your job. (Students would appreciate a copy of your job
description if you are allowed to share it. )

2. What kind of education was required for your entry-level position?
3. What kinds of hours do you work in your position?

4. What is the salary range for your position?

5. In what environment do you perform your work?

6. What kind of advancement is available in your company for people in
your Occupation?

7. What it the long-range (next ten years) outlook for people in your
occupation?

8. What further education might you need to advance in your career area?

9. Is your position a union or nonunion job? Are you required to join a
union or is it optional?

10. Why do you enjoy your job?

Please feel free to provide any additional information about your position or
company that you think would be useful to the participants.

Reprinted by permission of Donna Boben, St. Paul Technical College, White Bear Lake,
Minnesota.

Career Planning Curriculum 9-21
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Decision Making Handout

Decision Making Styles

Answer the following questions about two decisions you made recently.

A. The decision to enter this program.

1. Define the problem/issue as clearly as you can:

2. Did you do anything to avoid making this decision?

3. What options did you consider?

4. What did you do tc: find ouf more about your options?

5. Did you discuss your options with anyone? Who? Why did you choose that person?
6. What factors did you consider?

7. Did you make the decision and then change your mind?
8. How long did it take to make a decision?

9. What was the most important factor in the decision you finaily made? Why?

10. How much of the decision was based on:
A. % facts and % feelings
B. % what other people wanted/ %what was most convenient/____% my
values and beliers
11 What was your final decision?

12. What happened after you made this decision? Did you stick with it? If not, what cause
you to change :-our mind? '

13. Are you satisfied with the decision you made?

77
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Decision Making Handout

Decision Making Styles ' ' ;

Answer the following questions about two decisions you made recently.

B. A problem you had to solve.

1. Define the problem/issue as clearly as you can:

2. Did you do anything to avsid making this decision?

3. What options did you consider?

4. What did you do to find out more about your options?

5. Did yoﬁ discuss your options with anyone? Who? Why did you choose that person?
6. What factors did you consider?

7. Did you make the decision and then change your mind?
8. How long did it take to make a decision?
9. What was the most important factor in the decision you finally made? Why?

10. How much of the decision was based on:
A, % facts and % feelings
B. % what other people wanted/ %what was most convenient/ % my
. values and! beliets

11 What was your final decision?

12. What happened after you made this decision? Did you stick with it? If not, what cause
you to change your mind?

13. Are you satisfied with the decision you made?

78
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SHORT TEST FOR DECISION-MAKERS

Write True or False as quickly as you can without spending too much time:

1. I make quiet times by myself to sort things out.

2. I recognize signs in myself leading to need for a decision(e.g.
excitement, anxiety, fructration, pains in head and/or stomach.

l

3. I face difficult decisions head on.

— 4. I act rather than drift and just let things happen.

— 5.1 keep up with each small decision as it comes along rather than
wait for big ones.

6. I set goals.
7. I set priorities.
——_ 8. 1 do my own thinking rather than constantly ask others for advice.
9. I always try to have a back-up plan.
10. I like to take time for careful consideration when needed.

11. I usually review decisions of long standing to see if they are still
valid.

e—_ __12. I feel I can sense when to make a quick decision.
—_——  13. I prefer to wake quick decisions about minor matters.
——— 14. I usually face up to letting "the buck stop here."~

—_——  _15. I like to see an opportunity in each crisis.




Comes the Dawn

After a while you learn the subtle
: difference
Between holding a hand and sharing
alife
And you lean ihat love doesn’t mean
possession
And company doesn’t mean security
And loneliness is universal.
And you learn that kisses aren't
contracts
And presents arsn't
promises
And you begin tc accept your
defeats
With the grace of a woman
Not the grief of a child.
And you learn to build your hope on
today
As the future has a way of falling apart in
mid-flight, because
tomorrow'’s ground can be too uncertain
for plans
Yet each step taken in a new direction creates a
path towards the promise of a brighter
dawn.
Ana you lean that even sunshine
burns
If you get to much
So you plant your own garden
And nourish your own soul,
Instead of waiting for someone fo bring you
flowers.
And you learn that love, true love,
Always has joys and sorrows.
Seems ever present, yet is never quite the same.
Becoming more than love and less than love,
so difficult to define.
And you lean that through it all,
You really can endure.
That you really are strong.
That you do have value,
And you lean and grow.

With every goodbye - YOU LEARNI!
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Abby Peck

You can
start small,
build
slowly,
expand
your zone
of comfort
and reap
long-term
health and
appearance
benefits.

1/

~J YOUR HEALTH & FITNESS J=

By Barbara A. Brehm, Ed.D.

How much exercise?

HEN YoU RE+.D about the

health benefits of physi-

cal activity, it almost

sounds like an ad for
snake oil. “When used according
to directions, this product can help
you lose weight, age more slovly, reduce
stress and tension and sleep better; it tones mus-
cles, strengthens joints and bones, and prevents
artery disease, high blood pressure ar:d dia-
betes.” Sounds too good to be true. De all exer-
cise programs really deliver all of these venefits?

To maximize the health benefits of you: exer-

cise program, you need to include the right
amounts of the right kinds of activities in your
program, including:

1. Aerobic activity

Aerobic exercise challenges energy produc-
tion systems. Our bodies adapt to exercise de-
mands by improving these systen:is. Benefits in-
clude improved fat metabolism and higher lev-
els of HDL c¢holesterot (the “good” Kind associ-
ated with.reduced risk of artery disease). Greater
insulin sensitivity (cells respond better to in-
sulin) results in better blood sugar regulation,
which also reduces artery disease risk. Regular
aerobic exercise reduces the tendency of blood
platelets to clump together, thus cecreasing the
likelihood of dangerous blood clots. The heart
becomes a more efficient pump and beats more
slowly at rest. Aerobic exercise reguires energy
expenditure; we burn calories that might other-
wise be destined for storage as fat.

2. Resistance training

When we apply force against a resistance,
such as elastic bands or a stack of weights, our
muscles, bones and joints adapt by becoming
stronger. Denser bornes are more resistant to os-
teoporosis, and stronger muscles and joints are
less prone to injury. Maintaining adequate
strength is especially important as we age.
Many older adults become so wezk they can no
longer perform the essential tasks required for
independent living, such as grocery shopping
and meal preparation. While some loss of
strength does appear to be an inevitable part of
the aging process, much of the decrease in
strength observed in many older people is due
to a sedentary lifestyle. Some researchers have
T noted that with regular re-
sistance training, such age-
related loss of function
could be postponed at
least 10 to 20 yedrs for
most people.

WAUKESHA ¢ CHRISTOPH MEMORIAL YWCA
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3. Stretching o

Adeguate joint flexibility prevents injury*and
chronic musculoskeletal problems, such as low-
back pain. Like strength, flexibility declines as
we age. Regular stretching can slow this decline
and reduce that stiffness that keeps us from en-
joying activity.

Basic health-fitness exercise reccommendations

The following are recommendations for the
minimal amount of exercise required for pro-
ducing the benefits described above:

Aerobic activity: 3 to 5 times per week
20 to 60 minutes per session
Resistance training: 2 times per week
8 to 12 reps per exercise
8 10 10 exercises, including
all muscle groups

Stretching: 3 10 § times per week

Aerobic exercise appears to be beneficial even
at fairly Jow intensities. But the Jower the in-
tensity, the longer the workout duration needs
to be. In other words, 20 minutes per session is
enough if you are working at a high intensity.
If you are walking at a moderate pace, 45 min-
utes to an hour would be a better length.

Of course, you will want to be sure any
changes you make in your exercise program are
right for you, and that you are performing new
exercises safely and effectively. Check with your
doctor if vou have health risks or concerns.

Every activity counts

In addition to the basic recommendations
given above, daily activity of every kind con-
tributes to physical fitness and good health.
Taking the stairs instead of the elevator, walk-
ing your errands, volleyball on ti e beach,
working in the garden, playing with the kids.
All burn calories and contribute to a high-ener-
gy lifestyle that reduces risk of heart disease.

Start slowly

If you are new to exercise, build your exercise
program gradually. You are in it for the long
haul — it's a lifetime of activity that counts.
Ask your instructor for help designing a pro-
gram that is right for you, one that takes into
consideration your health concerns and fitness
goals. Your objective for the first few months is
to stay injury-free and healthy, and set up a
routine that's going to becume a lifelong habit.

The bottom line: Anything is better than nothing!
Do these recommendations seem over-

whelming? Start small! What about two exer-
cise sessions per week that include some aero-
bic exercise, 10 to 15 muutes of weight work
and five minutes of stretching. Maybe a walk
on the weekend. This routine would contribute
significant health benefits over the years. O

hepnnied wath permasion
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STUDENT HANDOUYT

By Shelley Dace

An Exercise Fact Sheet

fyou're like most people beginning an
exercise program, you have plenty of
questions about working out. Here are
some questions that are frequently
asked atour club. Maybe the responses
will help you obtain your fimess goals.

Q: How much should I exercise?

A: Thatdependsonithe kind of exercise
youdo and your fimess goals. If you want
to benefit your heart and lungs—and
burn fat—you should participate in a pro-
gram of aerobic exercise (literally “with
oxygen”), featuring activities such as run-
ning, biking, brisk walking or dance ex-
ercise, three days a week. If you want to
become stronger, tone your muscles or

“increase muscle endurance, vou'll be-
come involvedinastrength-training pro-
gram two or three days a week. (See
sidebar “Recommended Exercise Guide-
lines” for specifics.) A well-balanced exer-
cise program will include both elements,
as well as rest or “easy” days to allow the
body to recover from vigorous activity.

Remember, you dont have to be a
“superexerciser” to get the exercise you
need for conditioning and cardiorespira-
tory fitness. To determine what's right for
vou, seek the advice of a fitness profes-
sional on which activities best suit vour
fitness level and will accomplish vour
goals,

Q: What does it mean if I'm sore the
day after a workout? What if I feel pain
when [ exercise?

A:It's normal to feel some muscle stiff-
ness and soreness when starting any new
Shelley Dacey is the aerobics director and a
personal trainer at the Racguet Club of
Pittsburgh in Monroeville, Pennsylvania,
and is IDEA Foundation certified.

Recommended Exercise
Guidelines

The ACSM has issued its 1990 exercise’
guidelines for developing and meintaining
fitness in healthy adults. They forn an
excellent basis for an exercise przgram.
The recommendations are:
Aerobic Exercise:
* 310 5 days a week, 20 to 60 mir tes of
. continuous aclivily at 60 to 90 pecent of
maximal heort rate
Resistance Training:
2 nonconsecutive days a week mirimum,
one set of 8 to 12 repetitions of 8 10 10
exercises that condition the mcjor muscle
groups

physical activity, either immediztely fol-
lowing the workout or the next day. Your
body will adapt to the new stress after a
few sessions. As you become more fit,
you'll be able to do more activigy without
discomfort.

Pain during exercise, however. is an
indication that something is wrozg. You
may have pushed vourself too h:rd and
suffered an injury, suchas a slichtmuscle
tear. Or maybe you just need beter-fit-
ting shoes! Slow down o1 stop and consult
your trainer or instructor.

Q: Is spor reducing the best way to get
rid of fat in problem areas, such as the
stomach?

A: Spot reducingis the notion that per-
forming an exercise for one body part
over and over will reduce the fat in that
area. It’s everyone’s dream answer to
“beer belly” and “saddle bag" nightmares.
Butonly muscle can be toned, say exercise
physiologists, and that's not n:wuscle
hanging over your helt—it's fat, Heredity

largely determines where faz is distrib-
uted on your body and you cin't change
that. You can, however, burn fat through
aerobic exercise and reduce the size you
are, becoming a smaller version of your
currentself. Add strength trainingto help
you reshape,

Q: I'm exercising regularly and eating
right. Why aren't I losing weight: Ilook
good, but I feel I weigh too much.

A: Let’s throw away those height and
weight charts and get out the fat calipers.
Getting fit is no longer a question of
losing weight, but of altering vour boay
composition (the ratio of musele to far),
according to Rick DeLorme. M4, NS,
and Fred Stranksy, PhD, authors of Fit-
ness and Fallacies.

As you participate in aerobic exercise,
you burn calories, speed up your metabo-
lism and lose fat and weight. Strength
training (on machines or using free
weights) enlarges individual muscle fi-
bers. Since muscle is denser than fat, it
weighs more. Together, aerobics and
strength training will help you reduce
your excess fat and shape your body. The
result? A trimmer, more toned appear-
ance thatis reflectedin the mirror and not
necessarily on the bathroom scale. Let
how you feel, and how your clothes fit, be
your guide. m

ESIDEA
A

The Association lot Filness Prolessionaty

A service of IDEA: The Association for
Fitness Professionals, an organization
serving personal trainers, exercise in-
structors and business operators,

© 1940 IDEA "Today magazine. Reprinted with
peruission.
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tretching allows you to

develop the flexibility to

gain maximum benefit

from your exercise rou-
tine. But if it is not done correctly
you wen'’'t gain from stretching, or
worse you could harm yourself.
Here’s how to spend the first and
last part of every workout for the
best results. .

Breathe slowly & don't bounce

Flexibility exercises should
be performed without movement.
Each stretching position should be
held for 30 seconds or more to
achieve best results. Some
stretches will probably be more
difficult at first, so it may be nec-
essary to work up to 30 seconds. It
helps to move into the stretching
position during an exhalation.
Then, continue to breath slowly as

you hold the stretch. Ballistic or -

bouncing stretches result in acti-
vation of the ‘stretch reflex.’ This
results incontraction of the muscles
being stretched. Therefore, ballis-
tic stretching is counterproductive,
more likely to result in injury and
should be avoided.

Pain? No gain

Like any other type of train-
ing, intensity is a basic principle
for flexibility. To avoid injury and
discouragement, itisimportant that
astretchdoes not cause pain. While
stretching, you should feel tension
as the muscles are gently pulled,
but there should be no pain. If you
notice that the muscle being
stretched is shaking uncontrolla-

STRETCH FOR
SUCCESS

Proper techniques for achieving greater flexibility

PART 2

bly, then you have stretched too
far. Gradually work up to your
flexibility goals. Flexibility takes
time and persistence.

Warm up before stretching

There are many appropriate
times to stretch. It is helpful to
stretch before exercise to prepare
the muscles for activity. However,
a warm-up (light exercise) should
be done first, as stretching cold
muscles can cause injury. After
exercise, stretching results in the
greatest gains in mobility. When
the body is warm, the muscles are
most responsive to stretching.
Many people stretch before bed or
while watching TV to promote
relaxation. Some people enjoy
stretching in the morning to pre-
pare for the day and to eliminate
stiffness. As a minimum, stretch-
ing should be performed 3 days
per week, and preferably after ev-
ery exercise session. It is not un-
usval for individuals to stretch
before and after every exercise
session.

Hold for 30 seconds...

As mentioned above, each
stretch should be held for 30 sec-
onds. Stretching sessions before
or after exercise should focus on

the muscle groups active during
the exercise. Therefore, 6-10
stretches in a session includes the
major muscle groups involved in
the exercise. A simple calculation
revealsthatthis willonly take about
S minutes persession, a small com-
mitment that will result in great
physical benefit!

Other techniques

There are several other ways
to improve flexibility in addition
to static stretching. Partner
stretches, in which another person
helps to move the body into a
stretching position, are beneficial
but require practice and a proper
feel.

If done carelessly, this type
of stretching can result in injury.
Contract-relax techniques are used
to increase flexibility and strength
at extreme ends of the range of
motion.

These techniques are com-
mon with gymnasts and dancers
who require grect flexibility and
strength. Passive range of motion
exercises are commonly done to
increase flexibility ininjured limbs.

Thisarticle is not intended to
provide medical advice which
should be obtained directly from
your docior.

© COURIER COMMUNICATIONS
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GETTING THE RANGE

Simple stretches to improve your exercise and prevent injury

You need o streich your
muscles at each major joint in
your body at least three times
per week. This is necessary 1o
keep them flexible and help
avoid strains.

The main reasons for
stretching muscles before R
exercising are fo avoid “pulled O Gluteus Maximus
muscles” and fo increase your (Buttocks) Stretch
range of motion. Exercise Lie on your back. If you can,
makes you stretch your muscles  keep your head on the floor and pull
beyond the usual length when  your right leg toward your chest. Hold
not exercising. If the muscle for 30 seconds. Then switch legs.
cannot easily meet the demand  Streich gently and steadily.
for more length or for more
force, there is danger of strain.

Routinely stretching muscles
builds muscle fitness, slowly
decreasing your risk of strain.
Below are s -jgested strelches
for major muscle groups. You
may wish to add your own.
Schedule time to do these
streiches at least three time a

week {before and/or after

exercise, or other times). Do O Thigh Stretch
what fgels best for you. EOFh Hold your right foot in your left
stretching should be done in the hand. Slowly pull the heel of your

following manner: ‘ left foot toward your butiecks. Use
X Steetch until you feel tension in your right hand 1o keep your

your muscles, not pain or balance. Stretch gently, steadily and

discomfort. do not bounce. Hold for 30 seconds
X Hold your stretch for 30 and then switch legs.

seconds or so.

X Do not bounce. Bouncing O Shoulder Stretch
fends to overextend the Put your hands together behind
muscles and increase the your back. Lift your arms up. Hold for
likelihood of strain. 30 seconds. Streich gently.

X Stretch gently and slowly.

© COURIER COMMUNICATIONS




O Hamstring Stretch
Stand with your feet at shoul-

ders’ width apart with toes pointed
straight ahead. Bend slowly forward.
With your knees slightly bent, stretch -
gently, steadily and do not bounce.
Relax your neck and arms. Hold for
30 seconds.

O Side & Arm Stretch
Stand with your knees slightly

bent. Gently pull your elbows behind

your head as you bend to the side.

Hold for 10 seconds and then

switch sides. Streich gently.

O Calf Stretch

Face a wall. Rest your forearms
on the wall with your forehead on the
back of your hands. Bend one knee
and move it toward the wall. The
back leg should be straight with the
foot flat and pointed straight ahead.
Move your hips forward until you feel
the stretch. Stretch gently and
steadily. Do not bounce. Hold for 30

seconds and then swilch legs.

Try a few streiches on
breaks if you work in an office.
Especially try stretching your
hamstrings, back, and shouk
ders {by bending). This feels
good and gives you more
energy.

Make changes in
exercise speed gradually.

If you try doing some
activity harder or faster than
normal so that you increase the
usual range of motion or force
demanded of your muscles,
your muscles will get sore. For
example, if you run sprints or
run a lot faster than your
normal pace, yout leg muscles
may be sore in the morning.

Muscles are very special-
ized. You train them to run in q
certain range of mofion and
exert a cerain level of force.
When you go beyond that
range, you are likely to cause
sofeness.

How sore? It depends on
the increase in the range of
motion and the force de-
manded and for how long.

To increase your speed
or your ability for quick action,
go slowly. Stretching will not
prevent soreness here. Muscles
change conditions slowly. Play
your tirst game of basketball or
tacquet sports at less than full
force. Volley for fun, not to win.
Gradual change helps to avoid
unnecessary pain.

© COURIER COMMUNICATIONS
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Inprove Your Body Inage

irror, mirror, on the wall,
who’s the fairest of
them all? The mirror's
reflection as interpreted-
by your “mind’s eye” is
your personal body image. Body
image can be defined as how you
perceive your body—what it looks
like to you and what you think it
looks like to others. An infinite
number of body shapes, sizes
and features exist in this society,
and yet society tries to convince
youthatonly a few body types are
desirable. This tremendous pres-
sure to conform to the ideal types can some-
times trick you into believing that if you have a socially desir-
able body shape, you are also confident, successful and intelligent.
The reality is that most of us will never measure up to the
social ideal, even though we receive the message that we can
if we just try hard enough. Constant striving to reach the
unattainable may set you up for a life filled with unhappiness,
discontent, depression and low self-esteem. As you read on,
try to be objective about yourself while you leam ways to main-
tain a healthy body image!

Genetic or Environmental?

Consider the following factors and examine how they may have
contributed to your current body image. One way to do this
is to write down your thoughts on these issues in a body
image journal.

Media. What message do magazines, television, movies and
other media give you about the ideal body?

Family. Which family members served as role models for
you? How did they feel about their bodies? What did they
tell you about your body?

Physical/sexual abuse. Have ycu come to terms with any
abuse in your past or present? If not, have you sought pro-
fessional assistance?

Lack of accurate facts on a healthy body. Faulty factsrange
from weight charts to your friend's latest diet plan. Find out if
your measurement instruments and sources are reputable.

Childhood experiences. Can yourecall praise and criticism
from your childhood? What do you remember from grade
school, junior high, high school and college? How do these
memories 1 :ate to your changing body?

d

Perfectionism. In this very complex world,
do you use your body as a way to stay in con-
trol? What is the definition of a perfect
body anyway?
Discrimination. Racism and sexism are easily
recognized in our society, but what about “ageism”
and “fatism”? What goes through your mind
when you see a very overweight person?
Significant others. Does your “sig-
nificant other” accept you the way
you are, or is he/she trying to change
you? Does he/she help or hurt your
body image?

Exercise Your Mental Rody
By changing how you look at your-
self, you can improve your body image, no matter what your
body looks like. Try some of the ideas listed below.,

Critically evaluate your self-esteem. Because both body
image and self-esteem are perceptions, they are not based on
your physical appearance! Changing your body will not change
your body image or your self-esteem unless you also change
your perceptions about your body.

.Decrease your negative self-talk. When you look in the
mirror, strive to find things you like instead of things you
want to change.

Learn fo like yourself, whatever your shape and size.
Accept what is instead of longing for what is not.

Take care of yourself on the inside first. Learn the basics
of good nutrition and exercise. If you concentrate on your
health, your appearance will take care of itself.

Set realistic goals. We all have a genetic factor when it
comes to size and shape. It is nearly impossible to greatly
change your body, at least long term, from its genetic blueprint.
Celebrate your individualiry!

Evaluate your time and' energy expenditure in a given
day. Pursuing the perfect body can take tremendous energy.
Wouldn’t you prefer to spend that energy on enjoying your
relationships and life itself rather than using it to pursue the
“perfect” body? s
Ellen Evans, MS, is an exercise physiologist currently pursu-
ing a doctorate in exercise science at the Uni versity of Georgia.
A service of IDEA, the international association of fitness professionals, the

leading organization serving personal trainers, exercise instructurs and
business cperators.
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The Best Workout for Weight Loss

it seems to be endurance exercise and strength training, according to research by
Wayne Westcott, Ph.D. You need endurance exercise (such as walking or cycling)
to burn calories and improve cardiovascular fitness, along with strength exercise to
add muscle and increase metabolic rate. See the chart below for the results of his

eight-week program in which participants exercised three times a week.

(15 min each)

Regimen Body-Weight Fat-Weight Muscle-Weight
Loss Loss Changes

Endurance Exercise Only 4.01bs 3.51bs -0.5 ibs

(30 min)

Endurance & Strength Exercise 8.0 lbs 10.0 Ibs +2.0 Ibs

The key change is the muscle weight. "Everv pound of muscle gained représents
about fifty more calories burned per day, and thus a higher metabolic rate", says

Dr. Westcott.

NIN¢G

WEI(LHT  circuit or muscle definition classes can help achieve your goal.

196
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Strength training adds health to years

A new study reveals that mature adults may get the
greatest gain from strength training.

Years of disuse can cause muscles to weaken.
Simple tasks such as unscrewing a lid or lifting a
heavy object can be impossible or worse cause in-
jury. '

The solution is amazingly simple, a workout
that includes lifting weights will restore lost muscle
mass and make difficult tasks easier.

Exercise for mature adults has many re-
wards. Among the well-documented benefits [
you can experience from a regular exercise ;’{i

program are: R

Improved cardiovascular fitness 1§
Aerobic capacity is probably the primary mea- ¥,

sure of fitness. If you are aerobically fit, you can
work longer at an increased intensity.

Improved strength With strength
training, there’s an increase in muscle
mass. Loss of muscle mass is a signifi-
cant problem that occurs with aging.

Improved body composition
As you exercise and train, you'll have a
lower percentage of body fat, and are less
likely to be obese.

Lessbone loss For women, there's
alot of evidence that exercise delays and
even reverses the loss of bone density
thataccompanies aging. You’re less
prone to osteoporosis, where the
bones lose calcium

and become more \‘ -.';.,“;;;
Y “"H":\

If you are interested in increasing your strength
and endurance you should consider consulting your
health care professional first. “Anyone over 35 who
hasn’t engaged in an exercise program for a time
should consult a doctor before starting,” said Robert
Conlee, Exercise Physiologist.

Certain conditions such as heart disease, if
undiagnosed, could be aggravated by the sudden
start of an exercise program.

Once cleared you should not hit the weight
rooms immediately. “Probably the best overall exer-
cise for seniors is walking,” Conlee maintains. “Walk-
ing itself has been found to be an excellent endurance
program for the mature adult.”

The walking program does not need to be strenu-
- .. ous. Mature adults can engage in-exer-

. cise at only 35 percent of maximum
capacity and still enjoy benefits.

As seniors progress and feel a
need forimprovement, they can then
increase their efforts. “If they're al-

ready walking, they just need to
increase the intensity, since
any type of improvement

will require some in-
creased effort,” he
said.

If you are
walking and are in-
% terested in pursu-
7 7 ingaweighttrain-

-, ingprogram,you
3 should consulta
/), fitness profes-
K /% sional to help
create a train-
ing program.

Youdonotneed to worry
about becoming muscle-bound,

= mmr( 2
- _../ A

NE A I,
"-l i s v &

porous and brittle, % adds Conlee. He advocates
more susceptible B low-resistance, high-repetition
to breaks.” W, weight training,

© COURIER COMMUNICATIONS




Sexual Harassment

Harassment is illegal if it is based upon a protected group

status. Harassment is defined as

any unwanted, deliberate or

repeated unsolicited comments, gestures, graphic materials,
physical contacts, or solicitation of favors which is based
upon one’s group membership when:

Submission to such conduct Is made explicitly or
implicitly a term or condition of an individuals
employment; or

Submission to or rejection of such conduct by an
individual is used as the basis for employment decisions
affecting such individuals or

Such conduct has the purpose or effect of substantially
interfering with an individual’s work performance or
creating an intimidating, hostile or offensive working
environment.,




SEXUAL-HARASSMENT AWARENESS TEST

Directions: Next to each item below, circle the answer that indicates whether you
think the statement is True or False.

True False 1. If an emplovee engages in conduct of a sexual nature in the
presence of ten people. and only one person is offended.
that person can complain of sexual harassment.

1o

True False Onlv a manager or supenisor can sexually- harass an employvee.

&)

True False A worker cannot sexually harass a supervisor.
True False 4. You have to actually touch or say something to an employee
i1, order to commit an act of sexual harassment.

If vou are talking to a friend on the job about vour sexual
fantasies. and another emplovee overhears the converstion.
that individual cannot comphiin of sexual harassment be-
cause the comment was not directed at him or her.

ot

True False

True False 6. An emplovee does not have to repeat an act of a sexual
nature before it can constitute sexual harassment.

-1

A school can be held liable if a teacher or administrator
sexually harasses a student.

True False

True False 8. A person cannot complain about sexual discrimination or
harassment from persons equal or lower than himself/her-

self in the organization, because a nonsupervisor cannot

threaten a person’s career. '

True False 9. A employer can be held responsible if a customer, contrac-
tor. or other nonemployee sexually harasses an emplovee.

True False 10. It is all right to hug people as you welcome them to your
department if vou have a standard practice of greeting new
people in this manner.

True False  11. Conduct of a sexual nature must create an intimidating,

offensive, and hostile working environment before the con-
duct can constitute sexual harassment.

True False  12. It is okay for women to engage in conduct of a sexual na-
ture on the job because they cannot offend most men.




True

True

True

True

True

True

True

True

True

True

True

True

True

False

False

False

False

False

False

False

False

False

False
False

False

False

13.

14

16.

17,

A worker can aceuse a co-worker of sexnal harassment for
staring at him or her.

The impact of sexuul harassment only affects the victims.

Women must realize that sometimes sexual harassment just
comes with the job and they must learn to tolerate it.

Before an individual can complain of sexual harassment or
discrimination. he or she must have lost some tangible job
benetit. :

When an individual complains of sexual harassment against
a popular individual. he or she must accept the backlash
from other emplovees.

Sexual-harassment laws do not control emplovees’ social
lives outside the office.

It isn't sexual harassment if vou don't engage in language or
phvsical conduct of a sexual nature or make actual sexual

advances.

In order to sexuallv harass a person. vou must engage in
conduct of a sexual nature and have the intention of unrea-
sonablv interfering with that individual's performance or
creating an intimidating, hostile, or offensive environment.

. The laws on sexual discrimination and hurassment protect

men as well as women.

. Most sexual harassment is based on sexual advances.

Harassment is more likely to occur in jobs traditionally held
bv the members of a particular sex.

The organization can be held liable for the actions of indi-
vidual supervisors or emplovees with regard to sexual har-

assment.

. If a person submits to sexual harassment and enﬁages in a

sexual act with someone from the office, he or she cannot

complain about it afterward.

DO NOT LOOK AT THE ANSWERS UNTIL INSTRUCTED TO DO SO.

Addressing Sexual Harassment in the Workplace 9

200
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EXAMPLES OF SEXUAL HARASSMENT

. VERBAL: Sexual innuendo, suggestive comments, insults, threats
jokes about gender specific traits, or sexual propositions

. NON-VERBAL : making suggestive or insulting noises, leering,
whistling, or making obscene gestures; and

. PHYSICAL: [Inappropriate touching, pinching, brushing the
body, attempted or actual kissing or fondling, coercing sexual
intercourse, or assault

 Examples of verbal " So you're majoring in physical therapy? Gee I'd
love to get some physical therapy from you'.

"My office hours are very limited, why don’t you drop by my house
this evening where we can have plenty of privacy and time to get to
know each other much better."

Non-verbal: An instructor meets with a student and stares at her
breasts.




4.

S.

WHAT SHOULD YOU DO?

Trust your instincts.

If the "uh-oh" feeling is triggered, you may want to see if it happens
again or check with someone else, but don't ignore it.

Get emotional support.

Talk to someone with whom you feel comfortable, a friend or co-worker,
S8ay "no" clearly and immediately, verbally or in writing.

Document every incident in detail.

Keep a log including date, time, location, and a description of each
incident of harassment.

Talk to othars.

. b
Harassers are often repeat offenders. You may find others have had similar
experiences. 1If so, act together.

Find out how to use your organization's channels for reporting
sexual harassment and getting help. .

Find a sympathetic manager to talk to.

If the problem isn't dealt with satisfactorily, file charges
wvith a state or federal antidiscrimination agency.




Assertivenses Handout

Assertiveness Training Self-Assessment

This questionnaire has four sections. In Part A, you will state what your goals
would be in that situation: what would be the best possible outcome from your point of
view. In Part B,you will describe the way you would be mostly likely to deal with each
situation if it were happening right now. Be specific about what you would say and what
you would do. There is no right or wrong answer.

After the class has discussed the common characteristics of different behavior

. Styles, you will decide which behavior style you used in each situation (Part C).

Part D is to be completed at the end of this unit. You will look at each situation

again, and describe another way to respond.

Self-Assessment Situations

1. Your partner has agreed to pick up your daughter at 5:00 each afternoon this
week; and has been late three times. This means you will have to pay a late fee.

A. My goals in this situation:

B.  What I would do and say:

&

This behavior style is

A more assertive way to respond:

e 95203




Assertiveness Handout

A co-worker keeps giving you all of their work do to. You've decided to put an
end to this. They have just asked you to more of their work.

My goals in this situation:

What I would do and say:

This behavior style is

A more assertive way to respond:

Your parents, who live 30 miles away have just called and said since they are in
town, they are coming to visit tonight. You already have plans for the evening that
you do not want to break.

My goals in this situation:

What I would do and say:

This behavior style is

A more assertive way to respond:




!

Assertivensiss Handout

4, You are working on scaffolding with your boss. Every time he walks by you, he (
brushes against your back. This is making you feel very uncomfortable. -

A. My goals in this situation:

B. What I would do and say:

C.  This behavior style is

A more assertive way to respond:

S. Your friends have just arrived an hour late for dinner at your house. They did not
let you know they would be late. You fesl annoyed by their lateness.

A. My goals in this situation:

B.  What I would do and say:

C.  This behavior style is

D. A more assertive way to respond:
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A co-worker asks you out for a date. You aren't going out with anyone right now,

and you don't want to go out with him.

My goals in this situation:

What I would do and say:

This behavior style is

A more assertive way to respond:

You told the co-worker you didn’t want to go with him, but for the last several
weeks, he has continued to ask you out. Now he asks, "What's wrong with you?"

My goals in this situation:

What I would do and say:

This behavior style is

A more assertive way to respond:
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’ 8. You are having an important conversation with -your partner. The phone rings; it's {
your best friend, who just wants to chat.

A. My goals in this situation:

B.  What I would do and say:

C.  This behavior style is

D. A more assertive way to respond:

9. It's Friday night, and it's been a long week. You're really tired. You're in a long
line at the grocery store with a cart load of groceries. Someone steps in front of
you in the line. They have only a few items. They smile and say, "I don't have
much; I know you wori't mind. "

A. My goals in this situation:

B.  What I would do and say:

C.  This behavior style is

D. A more assertive way to respond:
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Asssrtiveness Handout

After you get home from._the grocery store,.all you want . do is take a hot bath
and relax for 20 minutes. Your partner says, "Let's g0 out and look at that new
couch we've been wanting to get."

My goals in this situation:

What I would do and say:

This behavior style is

A more assertive way to respond:

A friend has decided to run some errands. She just dropped by your house to see if
you would watch her three year old child. You were looking forward to a well-
deserved quiet two hours while your own children are in school.

My goals in this situation:

What I would do and say:

This behavior style is

A more assertive way to respond:
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Assertiveness

Definitions

Assertive Behavior is asking for want you want, stating your opinion,
or expressing your feelings in direct and honest ways that show respect for
yourself and others. Assertion is a way of standing up for your rights, yet
not violating the rights of others.

Aggressive Behavior is standing up for your rights, but expressing
yourself in a way that violates the rights of others, or shows them no
respect. Aggression may include sarcasm, humiliating insults intimidating
or overpowering the other persor in order o win or dominate.

Passive Behavior is giving in to other people's requests, demands, or
feelings without regard to what you want or how you feel. Passive behavior
is based on the belief that other people’s feelings, desires, and opinions are
more important or correct than yours, or that you will experience negative
consequences if you express your feelings, opinions, or desires, or out of a
desire to avoid conflict at all costs. Passive behavior is often expressed by

silence.

What are the advantages and disadvantages of each style?

Advantages
Assertive

increased self-esteem

more respect from others

more likely to get what you want
(but no guarantee)

less hostility

empowerment

Aggressive

more likely to get your way
sense of power
may cover low confidence

Passive

Rarely get direct rejection
or hostility

avoid confrontation and
disagreement

keep things smooth on the
surface

Disadvantages

may have to give up old behavior patterns
others may resist new behaviors

less respect

others may agree on surface, but later
sabotage the agreement

isolation

get walked on, taken advantage of

less respect

feel resentful

may blow up periodically, then
feel guilty

lower self-esteem

increased chances for stress-related
illness




Assertiveness

Characteristit_:s of Assertive, Aggressive, and Passive Behaviors 2

Assertive Aggressive Passive
Basic Message I'm OK/you're OK I'm OK/you're not I don’t count. You can take
: This is what I think/ ok. This is what [ want, advantage of me. Your
feel. This is how I you're not important. This thoughts/feelings are more
see the situation. I is what [ think, you're stu- important that mine. I'm not
respect myself and you. pid for believing different- OK/you're OK.
ly. I don't respect you.

Goals Communication & Dominating & winning, Appease others. Avoid
mutuality. To give & get  forcing others conflict. Try to make
respect, leave room for to lose. everyone like me.
negotiations & com-
promise, Win/win.

Body Langusge* Body turned toward Body facing other Body turned away, pulled
other person, open, person, expansive, takes  in, takes little space.
comfortable. lots of space, may be

rigid, tense
Voice* Clear, level, firm May be loud (not Soft, whining, voice rises at
always), sarcastic, put- end of sentences.
down tone of voice

Eyes* Direct eye contact, but Stare/glare Doesn't hold direct
not staring intimidating eye contact.

Characteristics Appropriate emotion- Inappropriate Emotionally dishonest,
al honesty, clear, firm, emotional honesty, indirect, self-denying,
independent. Expresses direct, self-enhancing at inhibited. Lets others take
thoughts, feelings, expease of other person.  advantage, doormat.
beliefs in direct, honest,  Threaten, demand, accuse, Apologetic, puts down selif.
& appropriate ways. blame. Sarcastic. Violates May blow up if feels

rights of other person. pushed too far, then feels
guilty.

Your feelings Confideat (can be Righteous, superior, Hurt or anxjous at the
nervous whea leaming), depreciatory at time, possibly angry or
self-respecting at the the time. possibly resentful ater.
time & later, guilty later.

other person's feels respected & feels hurt and Pity, irritation, disgust.

feelings respects you humiliated: angry at you.

*Non-verbal behavior and their meanings vary from culture to culture.
differeat cultural group, do not rely heavily on these behaviors to inte:
culture values direct eye contac
hostile, while casting the eyes down is a sign of

t as a sign of honesty;

When dealing with a person from a
rpret meaning. For example, Anglo

in many Hispanic cultures, direct eye contact may be
respect.
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Behavior Style Recognition Test

For each respond given below, indicate if it is
A - Assertive - G- Aggressive  or P - Passive

1. A friend has just complimented you on your sweater. It's an old sweater, but you like
it. You say:

Thanks.
What, this old thing?
My grandmother gave it to me. I like it, too.

2. You are out with a group of friends, and are deciding where to go for dinner. Someone
has suggested a restaurant you hate. You say:

You know me, whatever you decide is fine with me.
I really don't like that restaurant. How about Julio's?

You always pick the restaurants, an¢ you never ask where anyone else want
to go.

3. Your partner says, "Ever since yoix started that new job, things haven't been getting

done around the house like they used to. You should be taking better care of your
family.” You say:

Well, things would go a lot better if you stopped watching TV all the time
and helped out a little!

I suppose you're right. I'll try to do better. '
You know, I've been thinking about that. I'd like to set up a family meetin

to see if we can't figure out a way to pull together and make things work
more smoothly around here.

4. Your carpool driver is late for the third time this week. She apologizes profusely and
promises it will never happen again. She said that yesterday, too. You say:

It's ok. I understand.

That's what you said yesterday! You're just too lazy to get your butt out of
. bed early enough to be on time.

If I lose this job, it will be your fault.

3. Your boss promised you'd be the next person he trained on the back hoe. Now you see

that he's training the new guy, who just started two weeks ago. You've been there
six months. You say:

What's the big idea, you training him before me! I'm going to talk to the
union about this.

(with a calm, level tone of voice) You said I would be the next person you
u;@ned. When are you going to train me?

nothing.

ak]
o
e,
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Assertiveness Handout

6. You are applying for a carpenter's job. You've been a carpenter for 7 years, The
foreman on the job says, "There's no such thing as a woman carpenter.” You say:

You know, I've been dealing with assholes like you ever since I started
working carpentry. You can take your attitude and put it where the sun
doesn't shine!

I disagree with you, and so does the union. I'm qualified for this job.

(with calm voice) That's a common opinion, but I didn't expect to run into
here. I've heard really good things about this company.

7. You have met someone that you really like, and would like to become friends with.
You say:

I really like you. Can we get together again?
Well, I enjoyed meeting you...I suppose you're pretty busy, right?

8. Your tesnager is playing music in their room upstairs. The music is so loud you can't
hear the television. You:

Turn the TV volume up full blast, hoping they'll get the message.
Bang on the ceiling, yelling "Tum it down!"
You go into their room, and unplug the stereo.

9. You mother wants come for a week long visit. You are very busy with work and
classes and the kids, and this isn't a good time. You say:

Mom, I love having you visit, but this is a really bad time for me. Next
month would be much better.
It's really not the best time for me, but I suppose it will be OK.
You always think I should drop everything and make my life revolve around
“you. You never think about anyone except yourself!

10. You want to tell your partner that you really love them. You say:

I love you very much.
You are very special to me. I'm glad we're together.
How was your day?

11. You have been working on a big construction job as an apprentice. The boss just gives
you cleaning jobs. The male apprentices with as much experience as you are doing
other assignments that give them more experience. You say:

To your friends: It's so unfair. He never lets me do anything interesting. He
thinks I'm some kind of maid./To the boss you say nothing.
o the boss: What do you think I am, your personal maid? Next you be
wanting me to get your coffee!
I'm willing to do my fair share of the work, including clean up. But that's ail
I have been doing. I want to be assigned to the other jobs as well.

212
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7/85/CC

1. Making mistakes is terrible.

2. People should be condemned for their wrong doing.

3. It is terrible when things go wrong.

4. 1 Qggg depend on others.

5. I can't stand the way others act.

6. I should help everyone who needs it.

7. I must never show any weakness.

8. Strong people don't ask for help.

3. I should be happy all the time.

10. People ought to do what I wish.

11. People shouldn't act the way they do.

12. 1 should be able to control my kid's (or spousg‘s) behavior.

POWER WORDS NONPOWER WORDS
L - You - They - I

Choose will Should have to
decide want must makes me
think could | ought to can't
believe won't
feel

THOUGHTS THAT CAUSE PROBLEMS




Assertiveness Handout

op 0} pAjuem duOp aaey 0 we_:

san|) Apog Jo/pue
I yeym op 3,upip | Aym 3ARY pinom | Jeym 39 | moY Joiaeyeq AN mEc_mEm.mm“S_%mf ale( pue uonenys

jeuwinor ssausAjlIessy

109

P A Fuitex: provided by ERIC

E\.



Assartivenass Handout

Assertiveness Inventory

People do not act the same way in every situation. They may feel perfectly
comfortable behaving assertively in one situation, but not in another. On the lists below,
check column A if you have difficulty behaving assertively in that situation. If you
checked A, put a number in column B to indicate the degree of discomfort:

1 - mildly uncomfortable

2 - moderately uncomfortable
3 - very uncomfortable

4 - very threatening situation

A B People With Whom You are Non-Assertive

Strangers
Male friends
Female friends
Dates

My Mother
My Father
Spouse/partner
Boss

Doctor
Teacher
Police Officer
Case worker
Other authority figure (who? )
Children

people of other races, ethnic, or class backgrounds
(List: )

co-workers
groups of people
sales people
waiters/waitresses

(216




When Do You Behave Non-Assertively?

Asking spouse/partner for help at home
Asking children for help at home
Asking fdends for a favor

Asking a stranger for directions
Asking a boss or authority figure for help
Asking for help at work

Expressing positive feelings

Receiving positive feelings

Expressing negative feelings

Receiving negative feelings

When you feel angry

When someone is angry at you
Dealing with your mistakes

Dealing with other's mistakes

Your accomplishments

Initiating sex

Refusing sex

Asking for what you want in sex
Asking for attention from spouse/partner
Disagreeing with your spouse/partner
Disagreeing with your parents
Disagreeing with an authority figure
Asking for service

Asking questions in a class

Speaking in a group

Returning a defective item to the store




Assertiveness Handout

A B When Do You Behave Non-Assertively?

Refusing sales pressure

Turning off a talkative friend

Refusing a reasonable request

Asking for a loan from a friend

Asking for a loan from the bank

Asking for a raise

Responding to undeserved criticism about your work
Responding to other undeserved criticism (personal)
Responding to deserved criticism about your work
Responding to other deserved criticism (personal)
Dealing with attempts to make you feel guilty
Asking for something you need

Asking for something your child needs

List one or two areas that you want to work on during this unit:

I want to practice being assertive in these areas:

1.

108 <18




Date:

ELECTRONICS IS OUR FUTURE
Final Evaluation

What are your feelings about the pProgram as a whole?

Evaluate these components of the program:

Career Challenge &
Ropes Course

Self & Career
Development

Pre-technical

Final Action Pplan

evaluation.eof

Excellent Good

Fair Ppoor

Too much Good

Amount Not Enqugh

Excellent Good

Too much Good

Fair poor

Amount Not Enough

EXcelleat Good

Fair Poor

Too much Good

Amount Not Enough

Excellent Good

Fair Poor

Too much Good

Amount Not Enough
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ELECTRONICS IS OUR FUTURE
Final Evaluation

How has Electronics Is Our Future compared to your expectations of what
you would be doing?

What are the most important things you are getting out of being in this
program toc date?

Next most important:
What are the hardest things for you in this program?

Hardest?

Next Hardest?

What aspect of the program was least beneficial to you?

What did you do to improve or change this situation?

How have you changed as a result of this program?

What steps did you take to change things in your life while in
Electronics is Our Future?

evaluation.eof 2
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- - ELECTRONIéS IS OUR FPUTURE
s Final Evaluation

9. Would you recommend Electronics. Is Our Future to others?
" Yes No Why?

10. Suggestions for future proggams (please be specific):

11. Below is a list of goals that participants may have achieved through
this program. cCheck each one in terms of what you feel you achieved.

Strongly Strongly
Agree Agree Neutral Disagree Disagree

I learned more about
jobs that have been
cilcsed to women in the past.

I feel more confident
working with tools
and machines.

I have a clearer idea
of the jobs that will
be interesting and sat-
isfying to me.

I feel more confident
about my ability to get
a job in the field of
my choice.

I feel more confident about
my ability to keep an
electronics job.

I have gained knowledge
and skills that will
help me in the future
regardless of the job I
will be doing.

I have gained more
confidence in myself as
a person.

I feel better prepared
to deal with biases
against women in non-
traditional fields
sexual harassment, etc.

I am more comfortable
with risk taking.

evaluation.eof 3




Unic III

Exercise D2
HOW TO GET CONTROL. OF YOUR LIFE

Time and Life Are Inseparable
If you're wasting vour time, you're wasting you're life.

1. What.are your lifetime goals?

2. How would you like to spend the next five years?

3. How would you live if you knew that six months from now you would :
be struck dead by lightening? |

Adapted from How To Get Control of Your Life, Alan Lakein, Wyden Inc.,
1973.
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Unit III
Handout D3
PLANNING YOUR FUTURE

WE OUGHT TO BE INTERESTED IN THE FUTURE, :
FOR THAT IS WHERE WE ARE GOING TO SPEND THE REST OF OUR LIVES.

* If you want something to happen, make a space for it in your
life. Instead of being passive, be an active agent in your
future.

*k Your planning should cover different time spans: one hour,

one week, one year, five years, ten years.

*kk Plan for gradual changes, not spectacular leaps. The only
kind of planning you have direct control over are the modest
little goals. The trick is to pile these smaller goals in a
way that increases your chances of reaching the long range
goals you really care about.

*kkk To plan, you must have information. Use resource people. To
plan education, you must know something about educational
options. To plan for a job, you must know about occupational
options and job requirements.

Fkkkk When you are planning your future, you should plan it in a way
that will give you some options, some choices - especially if
you are not really sure what you want to do.

1. SETTING A GOAL 3. HAVING A GOAL - 5. REACHING A GOAL
What do I want This is what I My plan to reach
to do? want to do, but my goal.

how do I get

there?

2. USE CREATIVE 4. USE CREATIVE
PROBLEM SOLVING PROBLEM SOLFING
To gather infor- To identify barriers
mation, explore to a goal and steps
alternatives and that can be taken to
set a goal. form a plan to reach
a goal.

THE CREATIVE PROBLEM SOLVING PROCESS

1. Identify the Problem

2. Gather Information

a. Relevant Facts

b. Personal Opinions and Feelings
Generate Possible Courses of Action
Compare Alternatives

a. Advantages

b. Disadvantages

5. Choose One Alternative

6. Evaluate

W
P

Developed by M. H. Jones, 1982
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Handout D5

REACHING A GOAL - HOW DO I GET THERE?

SOME STRATEGIES TO HELP YOU REACH YOUR GOAL:

1

Use the resources, books, people, and places that could give vou more
information to help you make a decision.

2

Write down all the steps necessary to reach your goal in the order in
which they should be taken. Decide when you would want to, or would be
. able to take each step.

3

.At the top of a sheet of paper, write some action you would like to take
or decision you would like to make. Draw a line down the middle of the
page. On one side of the line, write down all the barriers which that
you perceive or that are real - both within and ouside yourself - which
seem to be keeping you from acting. On the other side of the line, list
alternatives you could take which might help remove or reduce each of
the barriers. Evaluate the alternatives. Choose the best ones to
explore further.

BEST COPY AVAILABLE
Developed by M. H. Jones, 1982.
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Guidelines for Goal Setting

The goal setting process can be valuable if the goals are meaningful and
realizable. Effective goals - those that are meaningful and realizable - can be setf by
following certain gundehnes As you prepare to establish goals for yourself, make sure
that they are:

e Conceivable -- Can you vnsuohze the goal and identify clearly whcf the first step will
be.

e Believable -- Is your goal consistent with your personal value system and/or family
and community culture? Do you believe that you can achieve this goal?

e Achievable -- Is the goal something that you can accomplish? Do your strengths
and abilitles support your goal? Are you depending on other people or outside re-
sources to support your efforts? If so, is that realistic?

o Desirable -- Is your goal something that you really want to do, rather than something
you feel you should do? You will be highly motivated to accomplish something that
you want to do, and the achieverment will be genuinely rewarding.

e Growth facilitating -- How will you benefit from achieving your goai? in what ways
will this achievement lead to personal growth and/or positive change?

o Stated with no alternative -- Do you have one goal established, or are you consid-
ering some afteinatives? It is mere effective to start with a single goal. If you need to
change it as you go along, start again with a clearly stated single goal.

o Measurable -- Is your goal stated so that it is measurable in ime and quantity? For
example, suppose your goal is to walk three miles four times a week. This is measur-
able. At the end of a week you will know if you have accomplished this goal. You will
qaiso know if and how you need to revise the goal.

Goal sefting can be done in pairs, small teams, and in a group setting. Sharing
geals with another person of persons and giving and receivmg feedback is a construc-
tive way to evaluate goals.

From: islands of Healing, by J. Schoel, D. Prouty, P. Radcliffe. Hamiton, MA: Project
Adventure, 1988.




Unit III

Article D1

Goals can make career
more than "just a job’

By Niki Scott

“You talk about job satisfac-
tion and getting ahead..You talk
about our futures. But what
about jobs that have no future?

“Most women don't have ca-
reers — they have boring jobs
which offer nothing but a pay-
check, and that is being gobbled
g by inflation,” a womnan wrote
{rom Pittsburgh where, at 30,

.the has just completed-her
eighth year as a telephone opera-
“tor.

“] hate my job. It's dull and
boring. and they treat me like a
10-year-old. 1 don't have to wor-
ry about my future. It's going to
be just like the present — an op-
erator is an operator.

“I'm a machine. I'm allowed
to function. If the machine slows
down, I'll be out of a job, unless
the recession gets me first. But
no matter how well this machine
functions. I'm still not going to
be president of the company.”

She has a point. - :

Most working women have
routine jobs. We Jook forward to
weekends, not promotions. We
plt in our time, collect our pay
2rd try to forget the office as
soon as we leaveit. -

-Most men do, too.

but;t? it's true that &3 Pitts-
operator pro y won’t
be pmmt of the company, no
g:uer how weil she handles her

Copyright, 1982, Universal Press Syndicate.

All rights reserved.

Working
. woman

But with a few management
- courses, she might become a su-
"pervisor; she does bave sentority
and says she likes working with
people. Or she might look for an-
other department within the
company that would interest her
more, perhaps its training or
personnel office. -
. Onthe other hand. she might
take her skill and experience and
. -good record to another company,
or a better salary and a chance
of advancement, as well.

The point is this: Having a ca-
reer simply means forming con-
crete Zoals: then working toward
them. And any working person
can do that,

1f you have to work for a liv-
ing anyway (and most of us do) -
and you're not happy where you
are, why not aim for a job that
will pay more and be more inter-

-esting? If yuu are going to have
to work, why not ¢o what you
like to do? :

+ The differ=nce between pursu-
ing a career and having a job is
not a matter of title, or how
such cpe 2aras, or how interest-
irg one’s job is.

Rather, it is the difference be-
tween putting in time and work-

343
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ing toward a toncrete goal — be.
coming more skillful. meeting
new chalienges or moving just

_one step up. :

If you see yourself as a ma.
chine, the boss probably will too
And you'll still have to spend 40
hours a week in a job that bores
you. . .

Scott is suthor of two books
about working women — '‘The
Baiancing Act” and *“The Work-
ing Woman.” O

Reprinted with permission.

BEST COPY AVAILABLE
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Unit IXII
Handout D8

GOAL SETITING CONTRACT

GOAL: What do I want?

* Clarification - how will I know when I accomplish/attain my goal?

ACTION PLAN: Write in specific actions, days and times.

1) Today:

2) This Week:

3) This month:

]
DN
&
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£
. -
OBSTACLES: How do I sabotage myself? What do I allow to get in my
way?
REWARD: What do I get? How will I celebrate my success?
{
ALTERNATIVE:  What will I do if I don't carry out my contract?
Completion date: .
Today's date My Signature
Witness _ ‘L :
€3 =
y O U
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Date:

l.

ELECTRONICS IS OUR FUTURE

Final Evaluation

What are your feelings about the Program as a whole?

Evaluate these components of the program:

Career Challenge &
Ropes Coursa

Self & Carear
Development

Pre-technical

Final Action Plan

evalustion.eof

Excellent Good Fair Poor

Ioo much Go24 Amount Not Enough

Excellent Good Fair Poor

Too much Good Amount Not Enough

Fxcellent Good Fair Poor

Too much Good Amount Not Enough

Excellent Good Fair Poor

Too much Good Amount Not Enough

131




ELECTRONICS IS OUR FUTURE
Final Evaluation

How has Electronics Is Our Future compared to your expectations
you would be doing?

of what

What are the most important things you are getting out of being in this

program to date? :

Next most important:

What are the hardest things for you in this program?
Hardest?

Next Hardest?

What aspect of the program was least beneficial to you?

What did you do to improve or .change this situation?

How have you changed as a result of this program?

What steps did you take to change things in your 1life while in

Electronics is our Future?

evaluation.eof i 1
2 fv 13 Cc)




- ELECTRONICS IS OUR PUTURE
Final Evaluation

9. Would you recommend Electronics Is Our Future to others?
Yes No Why?

10. Suggestions for future programs (please be specific):

11. Below is a list of goals that participants may have achieved through
this program. cCheck each one in terms of what you feel you achieved.

Strongly Strongly
Agree Agree Neutral Disagree Disagree

I leurned more about
jobs that have been
closed to women in the past.

I feel more confident
working with tools
and machines.

I have a clearer idea
of the jobs that will
be interesting and sat-
isfying to me.

I feel more confident
about my ability to get
a job in the field of
my choice. ‘

I feel more confident about

my ability to keep an
electronics job.

I have gained knowledge
and skills that will
help me in the future
regardless of the job I
will be doing.

I have gained more
confidence in myself ag
a person.

I feel better prepared
to deal with biases
against women in non-
traditional fields
sexual harassment, etc.

I am more comfortable
with risk taking.
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